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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
ACCOUNTI NG CLERK/ TECHNI CI AN AS- 0525- 0O

EXCLUSI ONS:

-Positions requiring professional know edge and application of accounting prin-
ciples and theory in the design, devel opnent, installation, operation> or in
spection of accounting systens; the audit or simlar exam nation of accounts
and records of transactions; or the exam nation, analysis, and interpretation
of accounting reports. (See OPM PCS for Accounting and Budgeting G oup GS-500
and 510 in OPM “PCS,” reference (h).)

-Positions involving the performance of clerical work in the receipt, disburse-
ment, exam nation, deposit, safekeeping, or other clerical processing of cash
| tens. (See Cashier Series AS-530.)

-Positions involving primarily the exam nation for accuracy, legality, conpli-
ance with regulations and justification of vouchers, invoices, clains, and

ot her requests for paynent. (See OPM PCS for Voucher Exam ning Series GS-540
in reference (h).)

-Positions involving the maintenance and adj ustnent of inventory accounts and
the records of property and supply transactions and the record control of the
establ i shnent of stock |evels and the issuance of supplies and equi pnent, when
such positions primarily require application of a know edge of supply procedures.
(See Supply Cerk Series AS-2005)

-Positions involving technical support work in limted phases of conputer spe-
cialist functions or simlar tasks in installing or operating data processing

syst ens. (See OWP PCS for Conputer related series GS-330-335 or Conputer
Operator Series AS-332 in reference (h).)

-Positions involving primarily the operation of a bookkeepi ng machi ne on ot her
than an incidental basis. (See Bookkeeping Machine Operator Series AS-354.)

-Positions involving primarily the conputation and verification of pay, main-
tenance of records, and preparation of related reports as well as maintenance,

review, and disposition of tinme and | eave records. (See Payroll Cerk Series
AS-544.)

TI TLES :

The title for nonsupervisory positions at the AS-4 |evel is ACCOUNTI NG CLERK,
for positions at AS-5 and above the title is ACCOUNTI NG TECHNI CI AN.

The DoD Accounting Cerical standards are presented in a nodified factor format,
utilizing five pertinent factors. | f existing position descriptions provide

t he necessary information, there shall be no need to rewite the descriptions

in a factor format. \When accounting clerical positions need rewiting for classi-

fication purposes, the new description shall be prepared in the format of the
DoD st andard.
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ACCOUNTI NG CLERK/ TECHNI CI AN AS-0525-0: (cent’d)
OCCUPATI ONAL | NFORMATI ON.

Bookkeeping is the process of analyzing, classified, and recording transactions
in a prescribed manner to provide a neans of reporting financial operations.

Mai nt ai ni ng doubl e-entry accrual accounting systens requires the use of nethods,
techni ques, and procedures associated with the field of bookkeeping.

Doubl e-entry accrual accounting systens involve a self-balancing set of
accounts. Every transaction requires dual entries, designated as debit and
credit entries, to provide this self-balancing feature. Accrual accounting
i nvol ves separate accounts to reflect incone in the period in which it is
earned and received and expenses in the period in which they are incurred
and pai d.

An integrated double-entry accrual accounting system normally includes the
follow ng classes of accounts:

Fi xed assets (reflecting |and, buildings, equipnent, and simlar
itens of |ong-term value).

Current assets (reflecting cash, inventories, and simlar itens
readily converted to cash).

Accrued assets (reflecting noney or itenms of value due the
activity).

Current liabilities (reflecting debts, itens, or services owed
to others).

Accrued liabilities (reflecting noney, itens, or services the
activity is obligated to provide in the future).

Capital accounts (reflecting investnments and the net worth of the
or gani zati on)

Current income accounts (reflecting nonies received).

Accrued incone accounts (reflecting nonies earned but not yet
recei ved).

Current expense accounts (reflecting expenditures for goods
and services).

Accrued expense accounts (reflecting expenses not yet paid).

Vari ous budgetary and statistical accounts as required by the
agency.
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ACCOUNTI NG CLERK/ TECHNI CI AN AS- 0525-0: (cent’d)

Many accounting systens do not include all of these classes of accounts. Agency
accounting policies may limt the-classes of accounts at activities. |n other
cases, the nature of the activity may not require all of these accounts.

Work at the |lower clerical levels may not require full understanding of double-
entry accounting concepts and techni ques involved in naintaining, adjusting,
and bal anci ng accounts or may only require single entry bookkeeping functions.

| n nost cases there is a progression of accounting clerical responsibility from
the entering of original documents (for exanple, machine tapes, orders, bills,
and receipts); posting to subsidiary |ledgers or journals reflecting the cunul a-
tive status of individual accounts; summarizing and groupi ng of related accounts
into control accounts or ledgers; and final recording in the general |edger
reflecting over-all gain, loss, and status for nanagement use. The preparation
of reports and statenents reflecting the financial condition and operating
results for a specified period evolve fromthis process and reflect the end
product of the accounting clerical functions.

In a sem -automated or automated system the journals and subsidiary |edgers
are replaced by conmputer print-out records and conputer card tapes and discs,
but the functions remain essentially the sane.

ACCOUNTI NG CLERI CAL/ TECHNI CI AN FUNCTI ONS:

Basi ¢ functions typically include but are not Iimted to classifying accounting
transactions; maintaining and reconciling accounts; closing accounts and prepar-
ing reports and statenents; analyzing accounting data; and exam ni ng accounts.
These functions are briefly descri bed bel ow

C assifying accounting transactions” includes
-verifying the accuracy and conpl eteness of the accounting data,

-determ ning the general |edger accounts, journals and subsidiary
accounts affected and the debit and credit entries to be nade,

-summari zing transactions having a |like effect and preparing con-
trol sheets or other posting docunents reflecting the entries to
be made.

I n classifying accounting transactions in automated systens, synbolic codes are

used extensively. The codes used on various docunents denote the accounts
affected by the transactions.

Mai nt ai ni ng accounts includes

-revi ewi ng docunents to verify accounting data and necessary
entries,
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ACCOUNTI NG CLERK/ TECHNI Cl AN AS- 0525- 0: (cent’ d)

-preparing the required fornms to enter data into the conputer-
| zed system

-taking a trial balance.

Reconciling accounts includes

-conparing account balances with related data to ensure agreenent,

-review ng records and source docunments to identify the sources of
di screpanci es,

-determining the entries required to bring the accounts into
bal ance.

Cl osing accounts and preparing bal ance sheets. (These are grouped together
since they are normally based on the same worksheets.) This function includes

-determ ning necessary entries to reflect information not yet
recorded,

-closing and bal ancing the accounts,

-segregating and groupi ng accounts as they wll appear on the
bal ance sheet, profit and |oss statenent, or other required

statenents,

-abstracting data reflecting financial conditions and operating
results and presenting this data in the form of prescribed

statements and reports.

Anal ysi s of accounting data invol ves

-research in current accounts, previous reports, and source docu-
ments to develop specified information not readily avail able

from current account bal ances,

-identifying significant changes in account bal ances and
reviewi ng transactions to identify the actions that caused

t he changes.

Accounts exam nation includes

-detailed research to verify the accuracy of accounts and the
adequacy of supporting docunents,

-preparing worksheets or reports reflecting the exam nations
made, discrepancies noted, and the corrective entries required

to adjust accounts.

4-54



£l

ACCOUNTI NG CLERK AS- 0525-4:
KNOALEDGE REQUI RED BY THE POSI Tl ON:

- A know edge of agency accounting procedures in order to perform sinple,
routine, and repetitive tasks.

-Applies a basic knowl edge of accounting clerical nethods, forns, and docunents

and the ability o understand relationshi ps between nunbers, accounts, and
itens in accounts.

-Requires a general know edge of office practices and procedures as they relate
to processing and sorting of financial data or records.

SUPERVI SORY CONTROLS:

For both one-of-a-kind and repetitive tasks, the supervisor provides the incum

bent with specific instructions on the nature of the assignnent and techni ques
used in order to acconplish the task.

The work is closely controlled either through the nature of the work itself or
the circumstances in which it is perforned.

The supervisor reviews work in progress and conpleted for accuracy and
adherence to established procedures or instructions.

et bl

GUl DELI NES:

Assi gnnents are covered by specific, detailed nmanuals and established proce-
dures.

The enpl oyee works in strict adherence to guidelines and nmust consult the
supervi sor when it appears that assigned tasks will deviate frominstructions.

COVPLEXI TY:

-Work perforned is repetitive in nature requiring a uniform approach to han-
dling of docunents.

-Little difficulty in deciding action to be taken.

PERSONAL CONTACTS:

Regul ar, recurring contacts are with accounting personnel within the i mediate
organi zation, office, or work unit and wth rel ated support units to obtain or
provide information on the requirenents for processing obligations.

4-55



ACCOUNTI NG TECHNI CI AN AS- 0525-5:
KNOALEDGE REQUI RED BY THE POSI TI ON:

-A knowl edge of standard, prescribed procedures used to classify, verify,
reconcile, and report accounting data in a segnent of a general fund-accounting

system  Although there are a |arge nunber of transactions, they are of a
recurring nature and standardized in fornat.

- Knowl edge of the chart of accounts, accounting codes, forns, and term nol ogy
used to define transactions in order to maintain a few subsidiary |edgers, pre-
pare necessary docunentation, and reconcile accounts wth balance sheets.

SUPERVI SORY CONTRCLS:

The enpl oyee uses initiative in conpleting daily and routine assignnents
wi t hout detailed instructions. The enployee consults the supervisor when
encountering deviations or problens not covered by guides or instructions.

The supervisor ensures conpleted work is technically correct and in conpliance
w th established procedures. The supervisor may review techni ques used by the
enpl oyee in acconplishing tasks.

GUI DELI NES:

Assignnments are covered by specific, detailed accounting manual s and est ab-
| i shed agency procedures.

The enpl oyee works in strict adherence to these guides and normally refers

matters to supervisor when any deviation from established procedures is
necessary.

COWPLEXI TY:

The enpl oyee verifies, codes, balances, and reconciles a variety of standard-
| zed transactions of a recurring nature within a segnent of an accounting unit.

There is normally no significant difficulty in identifying either proper accounts
for coding or adjustnents necessary to reconcile discrepancies and bal ance
accounts.

The accuracy of the data handled affects other sections in the accounting unit
in the reconciliation and bal ancing of the general | edger.

PERSONAL CONTACTS:

The regular, recurring contacts are with accounting personnel within the ime-
diate organization to obtain, clarify, or provide information on the status of
funds, requirenents for processing obligations, and other simlar matters. On
occasion, contacts may include vendors and contractors for the purpose of

obtaining, clarifying, or providing information on purchases, billing, and
paynents.
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ACCOUNTI NG TECHNI CI AN AS-0525-6:
KNOALEDGE REQUI RED BY THE POSI Tl ON:

-A know edge of accounting procedures relating to budget and expenditure [im -
tations, transfers of funds, reinbursenent of expenditures, refunds of adm ni-
strative expenses, discounts, and handling of partial paynents.

-A knowl edge of accounting termnology, codes, and docunents as they relate to
t he processing and mai ntenance of various transactions in an automated or
manual system an ability to detect and correct coding errors, and an ability
to reconcile out-of-balance | edgers and prepare bal ance sheets.

-A know edge of disbursenents and fund accounting nethods, procedures, and
techni ques used in nmaintaining, balancing, and closing accounts in an account-
ing systemw th sone subdivision of accounts and where sonme judgnent is needed
in order to apply the proper accounting technique to simlar situations.

An ability to validate accounting data and to prepare standard reports when
they reflect the current status of accounts at a given period (such as bal ance
sheets, profit and |loss statenents, and financial statenents).

SUPERVI SI ON:

The enpl oyee uses initiative in conpleting routine assignnents wthout detailed
instructions . However, guidance is readily available for unusual problens or
situations that deviate fromnormal operations or when no clear precedent

exi sts.

Techni ques used by the enpl oyee in acconplishing assigned tasks are not

reviewed in detail by the supervisor. Wrk is reviewed for conpl eteness and
accuracy of reports and statenments prepared.

GUl DELI NES:

Assignnments are covered by prescribed accounting procedures. However, judgment
Is required in determning the differences in simlar situations and in |ocating
and appl ying the nost appropriate procedures.

COVPLEXI TY:

- Mai nt enance and reconciliation of accounts involving varied types of trans-
actions that affect several control accounts. The enployee identifies the
appropriate account and codes the document in accordance with the chart of
accounts. Reconciles accounts and prepares reports.

- Mai nt enance and reconciliation requiring close analysis of data and accounti ng
situations to determne proper treatnment. There are a |arge nunber of subsi-
diary accounts for which the enpl oyee nust anal yze data closely to assure that
simlar transactions affecting different control accounts are recorded pro-
perly.
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ACCOUNTI NG TECHNI CI AN AS- 0525- 6: (cent’d)

PERSONAL CONTACTS:

Regul ar, recurring contacts are with accounting, budgeting, and operating per-
sonnel within the organization and may occasionally be wth nenbers of the
general public, such as supply, accounting or financial division, personnel,
enpl oyees of vendor establishments, or contractors. The purpose is to obtain,

furnish, or clarify information on the requirenments for processing obligations
or to resolve problens and devi ati ons.

BENCHVARK NO. 1

ACCOUNTI NG TECHNI CI AN AS- 0525-6:

The purpose of this position is to perform double entry accrual accounting work
in order to maintain a conbination of journals and |edgers in a relatively
smal |, preestablished, prescribed accounting system

The incunbent works under the general supervision of an accountant or higher-
grade enpl oyee who outlines new or revised policies and procedures. The in-
cunbent carries out assignnents independently; however, guidance is available
for unusual problens or situations in which no clear precedent exists. Wrk
Is reviewed for conpl eteness and accuracy of required statenments and reports.

MAJOR DUTI ES:

-Exam nes, verifies, and analyzes a variety of docunents to determne their
mat hemati cal correctness, validity and clerical accuracy. These docunents may
I ncl ude purchase orders, vouchers, payrolls, and property records, which are
conplicated by discounts, partial paynents, or other such conplexities.

-After determning the validity of docunents, which usually requires a nunber
of steps (for exanple, conparing orginal purchase order price and quantity
agai nst vendor charges, and if a disagreenent exists, contacting vendor to
resolve problem, conpletes necessary posting docunents with back-up attached.

Codes docunents in accordance with established procedures and posts to appro-
priate journal or |edger.

-On a nonthly basis, totals and posts to general |edger all accounts. Prepares

wor ksheets and statenents reflecting discrepancies and adjustnents required to
correct them C oses accounts.

-Prepares reports nonthly, quarterly, and annually, reflecting the financial
condition of activities serviced by the accounting unit. These reports reflect
the present or past financial status of the activity and include financial
statements , profit and |oss statenents, and other prescribed docunents.

ACCOUNTI NG TECHNI CI AN AS- 0525-7:
KNOALEDGE REQUI RED BY THE POSI TI ON:

- Knowl edge of the interrelationship of accounts and the effects of debit and
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ACCOUNTI NG TECHNI CI AN AS-0525-7:  (cent’ d)

credit transactions on the overall system of general |edgers in a prescribed
accounting system and an understanding of the relationship between the general
| edgers and subsidiary accounts in an accounting structure requiring a nunber
of assets and liability control accounts and extensive subdivision of accounts.

- Knowl edge of agency practices and procedures in order to classify a w de
vari ety of normal accounting transactions, maintain and reconcile accounts, and

prepare a variety of reports reflecting a nunmber of accounting relationships
W th extensive supporting docunents.

SUPERVI SORY CONTROLS:

The supervi sor provides general guidance and advice on new or revised policies or
procedures, and may suggest techniques for handling unusual situations which

have no precedents. Enpl oyee proceeds with recurring transactions wthout
techni cal assistance or instruction.

The enpl oyee is sufficiently inforned on the progress and operations affecting the

accounts so that he can carry out, in the established sequence, all normal work
assi gnments .

The supervi sor spot-checks the final product for technical soundness and con-

formty, but the techniques used by the enployee in acconplishing the assign- o
ments are not reviewed. S,

GUI DELI NES:

The enpl oyee has readily avail able a nunmber of guidelines enconpassing estab-
| i shed procedures that can be applied to virtually all assignnments.

The simlarities anong guides may require the enployee to use judgnent when

applying the nost appropriate procedure in order to reflect effectively the
transactions in the account.

COVPLEXI TY:

The enpl oyee’s assignments may frequently include maintenance and reconcili -
ation of accounts involving features such as varied types of advanced or
deferred paynents or transactions involving nultiple funds. Reconciliation

is conplicated by many sources of errors. Various types of standardized trans-
actions affect a |l arge nunber of different control accounts.

The enpl oyee prepares reports and anal yses used directly by other units for
proj ecting, planning, and controlling costs.
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ACCOUNTI NG TECHNI CI AN AS-0525-7: (cent’d)
PERSONAL CONTACTS:

Contacts are with accounting, budgeting, or operating personnel wth the
organi zation or agency and wth nmenbers of the general public, such as supply,
accounting or financial personnel of vendors, contractors, or nmanufacturers to
resolve differences in the cost when the price exceeds the original estimte
and to obtain, clarify, or provide information not readily accessible.

BENCHMARK NO. 2 ACCOUNTI NG TECHNI Cl AN AS- 0525- 7:

The incunbent independently perfornms the full range of accounting duties using
doubl e-entry accrual accounting nethods in a |arge-scale, prescribed accounting
system

The incunbent has access to a technically qualified accountant or higher-
grade enpl oyee for precedent and unusual decisions, but nornmally perforns
full and conpl ete accounting functions for assigned organi zations. System
changes are the responsibility of the supervisor.

MAJOR DUTI ES:

-Classifying and verifying a wde variety of accounting docunents (for exanple,
war ehouse transaction fornms, payrolls, bank transaction docunments, purchase re-
quests, and requisitions) in order to ensure the arithmetical correctness and
conpl eteness of information and to prepare control sheets with approp’riate
accounting codes.

- Mai nt ai ns doubl e-entry bookkeepi ng journals and subsidiary |edgers posting
entries to established accounts. (May, on occasion, be required to initiate

action to establish additional |edgers and journals for new accounts). Pre-
pares nmonthly bal ances, reconciles accounts, and transcribes to general |edger
for close out of all accounts. In the case of inbalances, traces discrepancies,

i f necessary, to posting documents. C oses accounts.

- Conput es, expenses incurred by individual activities for accounting services
provi ded and assigns charges appropriately.

-Prepares financial statenents, reflecting profit and |oss and statistics such
as inconmes and expenditures by mscellaneous categories, liabilities, accounts
recei vabl e, bank account status, and fixed assets. Statenments require devel op-
ment or securing of supportive docunentation. As directed, conpiles financial
data to forecast anticipated expenditures and incones for current and speci al

pl anning on the basis of past business experience reflected in records naintained.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
ADM NI STRATI VE SERVI CES CLERK AS-0301-0

ADM NI STRATI VE SERVI CES CLERK AS-0301-4:

JOB ORI ENTATI ON REQUI REMENTS:

The training or on-the-job devel opnent involves detailed instruction on the
work to be performed, the guides to be followed, and the sequence of the
various steps and tasks. The anount and conplexity of the naterial to be

| earned is sufficiently extensive that an enpl oyee without prior specialized
training or experience is normally in a learner or Ilimted performnce status
for a period ranging fromseveral weeks to a few nonths, after which the

enpl oyee is normally capable of full performance of the work under supervisory
control.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

A very large nunber of procedural guides in the formof manuals and witten and
oral instructions are applicable. These are specific and directly applicable

to the work and al ways avail able, but because of their volune and nature, pre-
sent sonme problens in selection.

CR

A few or Iimted nunber of substantive guides, instructions, regulations, man-
ual s and precedents are applied. (Exanpl e:  The guides, instructions, regula-
tions, and decisions that apply to the preparation of expense item purchase
orders for unconplicated purchase transactions or for records disposition.)

The gui des and precedents cover substantive matters and tend to be in the form
of rules, principles, and precedents applicable to problens clearly within the
coverage of the guides. This usually requires sone adaptation and interpreta-
tion of the guides. Considerable search may be necessary to |ocate the guides
applicable to a specific substantive problem This grade level is characterized
by problens in deciding anong several applicable precedents or guides. (Pro-
cedural problens may al so arise and procedural guides may be used.)

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:
Subj ect matter know edge beyond that included in the guides and instructions

is limted to understanding the services utilized within the organization and

some famliarity wwth the work done in related organi zati onal segnents. Know 1-
edge of clerical procedures is extensive.

CR

The body of know edge is simlar in kind or type but significantly |ess
extensi ve than that described at the AS-5 | evel.
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ADM NI STRATI VE SERVI CES CLERK AS-0301-4: (cent’'d)

ASSI GNVENT  COVPLEXI Tl ES:

Work consists of noderately conpl ex assignnents requiring numerous procedural
clerical steps, the nature or order of which may vary to a significant degree
from one assignnent to another in accordance with instructions.

CR

Work consists of a few substantive types of narrow assignnments, each requiring
several clerical steps that may vary in nature and sequence on the basis of the
requi rements and characteristics of each individual case or work item

JUDGMVENT REQUI REMENTS:

The use of judgnment is [imted to choosing the appropriate instructions for
application in each individual case or assignment from anong a | arge nunber of
gui des and instructions and to recognizing problens requiring referral to

ot hers because the available instructions, regulations, manuals, or procedures
are not applicable.

CR

The use of judgnment involves selecting and applying a limted nunber of sub-
stantive guides, general principles, or general rules.

ADM NI STRATI VE SERVI CES CLERK AS-0301-5:

JOB ORI ENTATI ON REQUI REMENTS:

The work is of such difficulty, variety, or conplexity, and requires know edge
of such an extensive body of guides, instructions, and subject-matter know edge,
as to require a total on-the-job training, experience, or devel opment period
ranging in tinme fromseveral nonths to approximately 1 year.

This position requires subject matter know edge of the administrative services
offered, such as-records and files procedures involving specialized term nol -
ogy and an understanding of detailed and specific instructions to be foll owed.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Numer ous gui des, instructions, regulations, manuals, and precedents are applied.
The gui des and precedents cover substantive matters and tend to be in the form
of rules, principles, and precedents applicable to problens clearly wthin the
coverage of the guide, but which require some adaptation and interpretation.’

Ext ensi ve search may be necessary to |ocate the guides applicable to a specific
substantive problem This grade level is characterized by significant problens

i n deci ding anong several applicable precedents or guides. (Procedural problens
may al so arise that are not covered by a specific guide.)
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ADM NI STRATI VE SERVI CES CLERK AS-0301-5: (cent’d)

The position may require subject matter know edge to enable the incunmbent to
find precedents to be used as guidelines. The incunbent nust determ ne what
precedent sets forth the proper principle to be applied in each probl em case.

SUBJECT MATTER AND PROCEDURAL KNOANEDCGE REQUI RED:

Subj ect matter know edges are substantive in nature (that is, of a body of know
| edge of the organization’s prograns and operations or of a body of principles
and concepts) and are in addition to the know edge of procedures (that is, rules,
gui des, and instructions) typical of the |ower-grade |evels.

Positions at this grade |evel are those requiring know edge of a subject matter
area and usually involve use of specialized term nology or of a body of prin-

ci ples and concepts. Their subject matter background nust enable themto use
a wde variety of reference books on a regul ar basis.

ASSI GNVENT  COVPLEXI TI ES:

Work consists of a series of nunmerous procedural and substantive steps varying
in nature and sequence according to each case or transaction.

JUDGMVENT REQUI REMENTS:

Selectivity is used in choosing and selecting, not only from anong a very large ‘-""
nunber of procedural guides, but also from nunerous substantive guides; in nmak-
ing clerical decisions of a substantive nature requiring selecting the best
froma group of prescribed alternatives; and in recognizing for referral to

ot hers problenms not covered by the avail abl e gui des.

Some Adm nistrative Services Cerk positions require substantive subject matter

knowl edge, in which a high degree of judgment is needed to select the npbst appro-
priate procedure froma nunber of possibilities.

ADM NI STRATI VE SERVI CES CLERK AS-0301- 6:

JOB ORI ENTATI ON REQUI REMENTS:

The work is of sufficient conplexity, variety, and difficulty, and requires
ext ensi ve know edge of such a large and conpl ex body of guides, instructions,
and subject matter know edge that a period of on-the-job experience, training,
or devel opnent ranging from many nonths to approximately 1 year is required
in addition to the training described at the AS-5 |evel.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Ext ensi ve guides in the form of instructions, regulations, manuals, and pre
cedents are applied. The guides and precedents for substantive matters are
policies, regulations, and principles that are not specific and detail ed
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and therefore require considerable interpretation and adaptation. Extensive
searches may be necessary to |ocate existing guides or to verify that no
guide or precedent is available. Use of a |arge assortnent of reference

books on a reqgular basis, along with instructions and guides, is characteristic
of this grade |evel.

SUBJECT MATTER AND PROCEDURAL KNOALEDGE REQUI RED:

The body of subject matter know edge applied is simlar in nature to that at
the AS-5 level but is significantly nore extensive and conplex. A know edge
and understanding of the subject matter involved is required to enable the

I ncunbent to understand and use the technical term nology and to nake requests
for technical textbooks and other special guides that are regularly required.

JUDGMVENT REQUI REMENTS:

Selectivity is exercised in determning alternatives fromanong a very |arge
nunber of substantive guides; in recognizing possible alternative actions when
these are not prescribed or readily apparent; in selecting or devising the pro-
cedural steps necessary in solving substantive clerical processes; and in

recogni zing and referring to others those problens that require other than
clerical decisions or actions.
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DUTI ES AND RESPONSI Bl LI Tl ES:

-Reviews summary and daily cash reports, reports all excesses and shortages
over a stipulated anbunt to supervisor.

-Mai ntains an up-to-date list of the |ocation of each cash register and the
departnments registered on each cash register key.

-Audits service vouchers such as vendi ng machi ne cash receipts, barber chits,
beauty sal on check slips, personal services receipts, and credit sales slips.

-Mai ntai ns a nunber control on accounting docunents that relate to sales
operations

-Audi ts and maintains a nunber control of |layaway tickets and secures unused
tickets.

-Prepares a depository transfer check when day’'s receipts are deposited by
cashier.

O as an invoice audit clerk:

- Exami nes incom ng invoices for correctness by conparing them w th purchase
order for verification of merchandi se quantities ordered and received, unit
prices, discount terms, extensions and additions, and shipping charges.

- Mai ntai ns nunber control on reports of goods received, chargebacks, and
credit nenos as they are processed.

-1 ssues chargebacks and credit nmenos for errors in invoices, credit nenoranda,
and refunds.

-Prepares invoi ces, chargebacks, and credit nenos for subm ssion for paynent.

-Mai ntains such files as “open” purchase orders and invoices and “open” and
“conpl eted” reports of goods received.

-Initiates correspondence to effect necessary adjustnents and corrections.
NOTE: Qther jobs that contain simlar basic duties that significantly exceed
or fall short of those cited above shall be appropriately classified above or

below this established AS-4 grade level with the rationale for the grade sel ected
docunented and attached to the position description,
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BOOKKEEPI NG MACHI NE OPERATOR AS-0354-0

BOOKKEEPI NG MACHI NE OPERATCR AS- 0354- 2:

Positions in this class involve the performance of bookkeepi ng machi ne duties
of the difficulty and responsibility described in the follow ng paragraphs and

may al so include the performance of clerical duties classifiable at this or at
the AS-1 |evel.

At this level, enployees performsuch duties as posting (to | edger accounts or
to stock control, inventory, or statistical records in card or other form,
billing, listing, scheduling, and preparing sunmaries or recapitul ati ons when
such work requires the ability to operate one or nore types of bookkeeping
machi nes with acceptabl e speed and accuracy and to apply a limted variety of
speci fic procedures.

Bookkeepi ng machi ne duties are characterized by the follow ng el enents:

All the duties normally perforned and all matters normally involved in the work
are prescribed or provided for in established procedures or instructions that
may be in witten or oral formand are either readily available or have been

| earned so well that physical reference to themis seldom necessary.

The procedures applied are limted in nunber and variety.

The docunents from which entries are posted or recorded are prepared (usually
by other enployees) to ensure that msplaced itens are both rare and clearly
apparent; there is little or no incidence of omtted items and that specific
provision is nade for the few cases that may occur; there is little or no
necessity for interruption of the machi ne operation to correct errors or
resol ve deviations from applicable procedures; itens appear on the document
in the order in which they are to be entered on the bookkeepi ng machine form

and there are few, if any, instances involving deviations from established
procedures.

Operation of the bookkeeping machine requires a degree of sustained attention
and al ertness such as that involved when a relatively small nunber (three or
four) of machine registers is adequate for all of the accunul ating processes

i nvol ved; successive entries are generally nmade in consecutive columms on

t he bookkeeping machine form the arithnmetic process perforned from one
vertical colum to another is primarily or exclusively either addition or sub-
traction and cases in which both these processes are involved are unusual; and
(d) the entries are normally all of one kind, that is either debit or credit

entries, so that instances involving a conbination of both debit and credit
entries occur seldomy, if at all.

Typically, the accuracy of the entries is verified by conparison with pre-
establ i shed control figures, and reconciliation duties are limted to checking
each individual entry on the bookkeepi ng machi ne form agai nst each i ndi vi dual
item on the posting or source docunent.
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The work usually requires only such famliarity wth the overall or basic
nature and purpose of the reports or records prepared as is necessary for the
operator to recogni ze such errors or discrepancies as quantity or noney
anounts that are excessively larger or smaller than those appearing in nost of
the entries involved; instances in which operational defects in the book-
keepi ng machine result in incorrect totals; and obviously incorrect codes.

Such matters as failure to reconcile after verification of individual entries;
questions concerning the nmethods to be used in applying pertinent procedures;

and cases that deviate in any way from established procedures are referred to
t he supervisor.

Some positions in this class consist of training in bookkeeping machi ne duties
characteristic of the AS-3 |evel under the direct observation of the supervisor
or a bookkeepi ng machi ne operator in a higher-grade position and in accordance
wth specific instructions regarding the operation and control of one or

more kinds of bookkeepi ng nmachines; the source docunments and bookkeepi ng
machine forns to be used; the order in which entries are to be nade;

the control figures and nethods to be used in bal ancing or reconciling;

and any other matters that may be involved in performng the bookkeepi ng
machi ne operation. In positions of this kind, supervisory control over

t he work beconmes progressively less direct and detailed as proficiency is
attained until the enployee is capable of performng the duties under the

ki nd of supervisory control described in this standard as characteristic of S
the AS-3 |evel.

BOOKKEEPI NG MACHI NE OPERATOR AS- 0354- 3:

Positions in this class include the performance of bookkeepi ng machi ne duties
of the difficulty and responsibility described in the foll ow ng paragraphs;

t he performance of such bookkeepi ng nmachine duties and, in addition, clerical
duties classifiable at this or a lower level; or the performance of clerical
duties classifiable at the AS-3 level and, in addition, bookkeepi ng machi ne
duties that are both paramount and classifiable at the AS-2 and/or AS-3 |evels.

Bookkeepi ng machine work at this level is characterized by the follow ng
el ement s:

The source docunents and bookkeepi ng machine forns to be used, the nethods to
be used in preparing the records involved, and other simlar natters are
described in detail in established procedures, but the work regularly requires
t he exercise of sonme judgnment in such matters as determning, in accordance

w th specifically applicable procedures, the action to be taken in the case

of om ssions, errors, or discrepancies and the nost |ikely |ocation or

source of errors revealed through the trial balance or through failure to

bal ance to an established control figure.

The procedures are nore nunerous and varied than those typically involved at

the AS-2 level. They pertain to a variety of records, forns, or source docu- “
ments and provide for such additional or different nmatters as recording in-

formati on when nultiple entries or nultiple arithnmetic processes are involved,;
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sel ecting information from source docunents and posting or recording it when
the order to be followed differs fromthe order of the itens on the source
docunments; selecting the appropriate detail or subsidiary docunments and

met hods to be used in taking trial bal ances; and determ ning the sources

of detail information and the classifications to be used in summaries or
recapitul ations

The docunents from which entries are posted or recorded are such that om s-
sions, discrepancies, errors, or simlar deviations are frequently encountered
so that the work typically includes determ ning which of the prescribed alter-
native actions, with respect to specific documents, is appropriate and securing
the information necessary to related organi zational units in accordance with
establ i shed procedures that identify the sources and the general nature of the
required information.

Operation of the bookkeeping machine requires a degree of sustained attention
and al ertness such as that involved when a relatively |arge nunber of machine
registers is necessary fromone vertical colum to another which normally

i ncl udes both addition and subtraction, or successive entries cannot be nmde
i n consecutive colums so that return to preceding colums on the bookkeeping
machine formis necessary; or a |arge nunber (approximtely 20) of nachine
registers is used for accunul ating purposes in the preparation of sunmaries.

The work normally requires an understanding of the basic nature of the arith-
metic processes involved in, for exanple, the performance of posting duties
that involve both debit and credit entries and both addition and subtraction
processes in the individual bookkeeping nmachine record; or the preparation of
summaries, recapitulations , or other records that require distributing the
detail records, selecting the correct information directly fromthe source
material, establishing the control figure in accordance with specific pro-

cedures, and making, adjusting, or correcting entries to reconcile with the
control figure.

Typically, the accuracy of the work is verified by taking a trial balance

I n accordance with established procedures prescribing the specific subsi-
diary records and nmethods to be used; balancing to a control figure estab-

| i shed in operations acconplished in other organizational units so that
verification of the accuracy of the control figure may al so be required; or
using other methods that’ are. equivalent and require the application of

know edges and abilities additional to those involved in checking individual
items and entries,

The work normally requires the application of a know edge of the relationship
between the subsidiary reports or records and the primary or control docunent
i nvol ved and of the procedures of other units engaged in other processing of
t he same docunments in making such determ nations as the nost I|ikely |ocation
of error in cases of failure to balance to control figures based upon con-
sideration of the size or nature of the nunmerical quantities involved; and
whet her discrepancies are nost |ikely caused by tine |ag between successive
processing steps, adjustnent of the item errors in previous processing, or
ot her causes of a simlar nature.
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Such matters as failure to balance the trial balance, inability to locate
errors in previous processing, inability to establish that the prepared
report or the control figure is erroneous, and unusual deviations from
establ i shed procedures (for exanple, source documents containing errors

or discrepancies entirely different fromthose previously encountered) are
referred to the supervisor.
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JOB- GRADI NG STANDARD
CALCULATI NG MACHI NE OPERATOR AS-0355-0

CALCULATI NG MACHI NE OPERATCOR AS- 0355- 3:
NATURE AND VARI ETY OF WORK:

Cal cul ating machine duties typical of this level involve the initial conputa-
tion or the verification of nunmerical quantities when this requires the appli-
cation of arithnetic know edges of limted scope and conplexity, the use of a

nmoderate variety of specific procedures, and the exercise of little or no judg-
ment .

The cal cul ations involved are of limted conplexity and variety and require
arithmetic knowl edge of restricted scope. Calculations of this kind include
sinpl e accumul ations or series in which each cal culation consists of two or
three steps and involves one or two arithnetic processes; and division
operations that involve relatively small quantities (for exanple six-digit
whol e nunbers or two or three-place deci mal nunbers) and, hence, do not
require the use of reciprocals, split division, or simlar shortcut nethods.
In calculations typical of this level, the rounding practices or simlar
conmputing procedures used and the specific arithmetic processes involved
remai n constant within any individual series of calculations, and there

is, normally, little, if any, variation in these elements fromone series
to another. The calculations may involve one or nore of the fundanental
arithmetic operations but ordinarily not a conbination of all four such
operations in any one series of calculations.

Normal |y, the documents or fornms involved are relatively sinple and cl osely
simlar in format (for exanple, lists, tabulations, or other numerical arrange-
ments of equivalent conplexity). The material fromwhich figures are entered
into the calculating machine ordinarily contains few errors or discrepancies
so that there is little or no need for nmaking major adjustnents for varia-
tions in the type of entry or for interruption of the nachine operation and

t he degree of concentration necessary to maintain accuracy and speed is
substantially less than that required at the next higher |evel.

Responsibility for locating errors is typically limted to rechecking individ-
ual entries against original itens, repeating the calculations, or performng
simlar duties that do not require an understanding of the basis for, or the
rel ationship between, the arithnetic processes involved. Discrepancies that
are not resolved by this nmeans are referred to the supervisor.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The work is perfornmed in accordance with established procedures or detailed
oral or witten instructions prescribing the docunments, forns, or source
material to be used; the arithnetic operations to be performed; the order
of their performance when nore than one arithnetic operation is involved,
the nethods to be used in checking for accuracy; the action to be taken in
cases of error or discrepancy; the disposition to be made of the results of
the calculation; and all other matters involved in the work.
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Strict adherence to these procedures is required, and, consequently, there is
little or no need or opportunity for originality, ingenuity, or the use o
judgnment in performng the duties.

CALCULATI NG MACHI NE OPERATCOR AS- 0355- 4:

NATURE AND VAR ETY OF WORK

Cal cul ating machine duties typical of this level involve the initial conputa-
tion or the verification of nunerical quantities when this requires an under-
standing of the relationships among conplex arithnetic cal cul ati ons (defined
below); ability to apply a wde variety of |ess conplex procedures, the exer-
cise of judgnent in performng related duties; or a conbination of these.

Cal cul ating machine duties classifiable at this level are of the type described
i n either paragraph (A) or (B) bel ow

(A) Cal culating machine duties that involve conplex arithmetic cal cul ations
and require the use of judgnent in performng incidental or related duties.
These duties are characterized by the follow ng:

The cal cul ations involved are normally conplex and require arithmetic know -
edge of substantially w der scope than those described at the AS-3 |evel.
These cal culations typically require an understanding of the effect of each ~
I ndi vidual arithmetic operation on successive steps in nultiple-step sequences R
and their relation to the final results in order to recognize inconsistencies
and avoid errors during machi ne operation or to | ocate the cause of errors in
verification work; and continuing and extensive use of reciprocals, conplenmen-
tary nunbers, split division, or other simlar shortcut nmethods and techni ques
and athorough understanding of the deciml systemin the acconplishnment of
division operations, or other arithnetic know edge and abilities of equival ent
conpl exity. El ements of this kind occur in individual calculations consisting
of multiple steps in which several or all of the fundanental arithnetic opera-
tions occur in the same or in varying sequence; division operations involving

| arge nunbers and nunerous deci mal places; cal cul ations of averages, ratios,

i nt er est , percent ages Of simlar relationships in accordance with specifically
appllcable procedures when this involves the derivation of the bases for these
fromthe given nunerical data and such bases normally vary from one group of
calculations to another; and the application of prescribed al gebraic, statis-
tical, or other simlar fornulas, provided the required know edge is limted

to a know edge of the fundanental arithnmetic operations and does not include

a know edge of the mathematical theory or techni ques concerned.

Such matters as the forns, docunents, or source material to be used, the
arithmetic operations to be performed, the order of their performance, and the
conputing practices to be followed are normally prescribed in detail in estab-

| i shed procedures or in witten or oral instructions. However, such nmatters as
the nmethods to be used in locating errors, resolving discrepancies in the
source material, or balancing to control figures are usually described only in
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general terns or are not described at all so that judgnment nust be applied in
determning the method that is nost econom cal, expedient, or effective in the
particular circunstances involved.

The work includes resolving discrepancies between the figures conputed personally

by machine operation and the figures established for control purposes; locating

the cause of errors in calculations that are verified and referring these to the

original conputer for correction; and performng other duties requiring an
under standi ng of the relationships of the fornms and their contents to the com

putational work to be done, but not requiring a substantive know edge of the
contents of the docunents.

(B) Calculating machine duties that are simlar to those at the AS-3 |evel

i nsofar as conplexity of the calculations involved and specificity of the pro-
cedures applied are concerned, but differ in that the assignments require the
use of a substantially w der variety of procedures. In positions at this |evel,
the variety of procedures is equivalent to that involved when (1) the docunents
or forms concerned are nunerous (approximately 30 or nore), (2) the Kkinds

of arithmetic operations, the character of the nunerical data, and/or the type
of conputing practices used differ fromone docunment or formto another, and
(3) the variations in these elenents normally occur within a relatively short
time cycle (1 or 2 weeks or shorter periods).

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The work may involve the application of procedures that prescribe in detail
all matters concerned in the preparation of sunmmaries involving the use of
prescribed classifications different fromthose in the source material and
requires the extraction of data fromdifferent |ocations within the source
material; and the use of source material characterized by a high incidence
of errors or discrepancies requiring correction through reference to other
information in the source material or in other imediately avail abl e and
prescri bed sources.
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CASHI ER AS- 0530- 3:

NATURE OF ASSI| GNMVENT:

This is an entry-level position with duties such as assisting higher-grade
enpl oyees and performng well-established, clear-cut duties. The enployee
prepares reports, perforns arithnetical conputations, and arranges a variety
of instrunments into prescribed order prior to other procedural and substantive
reviews by other cashiers.

PERSONAL CONTACTS:

Personal contacts are limted to fellow enpl oyees, mainly for skills inprovenent
and specific guidance.

SUPERVI SORY CONTROLS:

The supervisor provides detailed instruction for each new task. The work is
subject to detailed reviews to ensure conpliance wth agency directives and

for on-the-job training. The enployee is not expected to deviate from guide-
lines .

KNOALEDGE REQUI RED:

Knowl edge of routine business office procedures is required.

CASH ER AS-0530-4:
NATURE OF ASSI GNVENT:

Cashiers AS-4 may be in devel opnental positions. In addition to all procedural
aspects of cashier duties, these enployees performroutine substantive audits,
exam nations, disbursenent, and receipt of cash itens. Qher Cashiers AS-4
performall the procedural aspects of cash itemcontrol. AS-4 cashiers perform

- bl ocki ng, totalling, and bal anci ng.

-determning propriety of remttance to billings.

-exam ni ng cash and instrunents for validity.

-bal ancing a variety of cash managenent and control docunents.

PERSONAL CONTACTS:

Cashiers AS-4 nmeet and deal with custoners for the nore routine matters and with
ot her enpl oyees for information exchange and clarification of interagency pro-
cedure.

SUPERVI SORY CONTROLS:

Cashiers AS-4 receive noderate supervision and are able to manage their day-to-
day procedural activities with limted direction. Cashiers are provided assis-
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tance and nore specific guidance for investigations of the substance and pro-

priety of cash itenms. Routine work is spot-checked upon conpletion, and new
assignnments are reviewed while in progress.

KNOALEDCGE REQUI RED:

Cashi ers AS-4 nmust be know edgeable in cash managenment rules, regulations, and
procedures in order to make a choice of applicable guides.

CASH ER AS- 0530- 5:
NATURE OF ASSI| GNVENT:

Cashiers AS-5 are responsible for the full range of cash nmanagenent duties

and performteller functions wth nore enphasis on substance than procedure.

Al t hough AS-5 cashiers are at the full performance |level, they are not nornally
required to perform sinultaneous operations. For exanple:

-recei pt or disbursenent, or both, but not sinultaneously.

-same as AS-530-4 tasks, but with broader scope and transactions wth
subgroups and bal ancing to grand totals.

-analyzing audit trails to ensure propriety prior to disbursing funds.
-tracing and correcting erroneous data on conputer runs.

PERSONAL CONTACTS:

Cashiers AS-5 deal with custoners in areas requiring tact and courtesy as issues
may be sensitive. Cashiers deal with other enployees and senior officials
(accountants, inspectors, and contractors) involved in cash nmanagenent.

SUPERVI SORY CONTROLS:

Enpl oyees work under general supervision. Day-to-day operations are not

normal |y reviewed, and the enployee is expected to conply with appropriate
gui des and directives.

KNOALEDGE REQUI RED:

Cashiers at this level require a good working know edge and rapid, accurate
application of the full range of basic cash-processing regul ations, procedures,
and conput ati ons.

CASH ER AS- 0530- 6:

NATURE OF ASSI| GNVENT:

Grade AS-6 cashiers are assigned to positions with many suspense actions, dead-
lines , and high-volume custoner contacts and are recogni zed as technically
expert in procedural cash managenent nmatters. The following duties are typical:
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-Applying official regulations to cash managenent and accountability.

-Perform ng routine recei pt and di sbursenent as sinultaneous operations.

-Performng reconciliation, balancing and auditing of receipts for a
noder ate nunber of categories on a sinultaneous basis.

- Usi ng doubl e-entry bookkeepi ng techni ques to ensure proper cash manage-
ment accountability.

-Troubl e-shooting routine actions by verifying audit trails and correcting
errors.

-Searching for substantive solutions and recogni zing unique and unusua
trends or other problems in cash managenent.

PERSONNAL CONTACTS:

Cashi ers AS-6 have heavy custoner contact and neet and deal w th organization
officials, inportant persons, inspectors, and banking officials.

SUPERVI SORY CONTROLS:

Cashiers AS-6 performwith limted supervision and nanage their own work prior-
ities and suspense activities. Wrk is subject to little or no review Overall
performance i s based on conpliance with agency policy and procedures.

KNOALEDCGE REQUI RED:

Al though simlar to AS-5 Cashiers AS-6 require a broader know edge of banking
practices and currency negotiability.

CASH ER AS- 0530- 7:
NATURE OF ASSI GNVENT:

G ade AS-7 Cashiers, in addition to the nature of the assignnent for AS-6,

| ndependently process the full range of assignnments that include, but are
not limted to

-detecting counterfeit currency.
- processing foreign currency.

-receiving, counting, verifying and collecting cash receipts and noney from
cash registers.

-assisting |ower-grade cashiers.
-training of |ower-grade cashiers, as required.
-usi ng doubl e-entry bookkeepi ng techniques in reconciling, balancing, and

auditing of receipts and disbursenents in a very |arge nunber of cate-
gori es.

PERSONNAL CONTACTS:

Contacts are the same as described at AS-6, but with a greater variety of contact
wth officials and nore conpl ex transactions.
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SUPERVI SORY CONTROLS:

Cashiers at this level receive little or no supervision, | ncunbents manage

their own schedules and apply guides and interpret directives for cash
managenent ac-tivities.

KNOALEDGE REQUI RED:

Cashiers AS-7, in addition to the know edge reflected at the AS-6 |evel, nust
have a thorough understandi ng of nunerous regulations, instructions, policies,

and procedures pertaining to all types of receiving and disbursing transactions.

Al so, these cashiers have a substantial know edge of banking practices and
currency.
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JOB- GRADI NG STANDARD
CLERK- STENOGRAPHER AS-0312-0

GRADE- LEVEL STANDARD:

Posi tions under this standard are classified according to the nature of the
stenographic work; the nature of term nology encountered; the |level of res-

ponsibility involved in the work situation; and the conplexity of the recording
situation,

CLASSI FI CATI ON FACTCORS:

The nost inportant factor to be considered in classifying positions in this
standard is the nature and variety of work, which includes the nature of the
work situation. The qualifications required, originality required, the nature
of the conmtnent responsibility, and, to the extent appropriate, the nature of
supervisory control over the position are included in the nature and variety of
work factors discussed later in this standard. COher classification factors,
whi ch do not provide a basis for distinguishing the grade |evels of positions
wthin this series, but which have been considered in determ ning the appro-
priate grade range for stenographic work within the total range of grades
possi bl e, are described bel ow

Gui delines include instructions or manual s and ot her standard references which
are used to ensure the correctness of format, spelling, punctuation, granmar,
and word usage. In positions at the higher levels, guidelines may al so include

t ext books, technical dictionaries, nmaterial available only in the unit concerned,
and simlar reference materials.

Person-to-person work rel ationships in stenographer positions are those nade
W th one person for the purpose of recording dictated material.

Supervisory control over the position is exercised by the dictator or an enpl oyee
in a position of a higher grade, or both and it includes the assignment of work,
instructions in new or revised procedures and policies, and advice, as required,
with respect to their applicability. The application of the know edges and
skills involved in recording and transcribing spoken material is not normally
reviewed, Those el enments of supervisory control over the position that nmay
differ fromone position to another and thus affect the classification value

of positions are described at the appropriate grade levels in this standard.

CHARACTERI STI CS OF SHORTHAND WORK

The difficulty of recording spoken material in shorthand synbols depends upon
differences in the degree of skill or speed required, the extent of the vocab-
ul ary know edge and subject matter famliarity necessary to recognize the terns
used and to foll ow the speaker, and the conplexity of the recording situation.
Differences in these elenents are reflected in variations in the nature or
degree of specialization in the material recorded; the extent of the vocab-
ulary and subject matter know edge necessary to recognize the terns used and

to follow the speaker; and the degree of control over the required recording
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speed exerted by such elenents as permtting interruption of the speaker,
requiring the speaker to remain aware of the recording ability of the shorthand
witer, or requiring a less than verbatimrecord. Qher elenents affecting

the difficulty of shorthand work are the extent of the required know edge of
grammar, punctuation, capitalization, spelling, and related matters; the degree
of typing skill required, as indicated by whether material is typed initially
in final or prelimnary form the degree of judgnent involved in performng
such duties as determning the proper placenent of typed material and securing
and assenbling supplenental material; the extent of the know edge of the func-
tions and procedures of the assigned organizational unit and related units;

the nature of individual enployee assignnents; the reference sources and
materials required to secure and assenbl e supplenmental material, obtain
clearances , check citations, and performsimlar duties; and the degree

of finality of responsibility for the work nmade by the supervisory or other

concerned enployee. Differences in these elenments are reflected in variations
in the nature of the work situation.

CLERK- STENOGRAPHER AS- 0312- 4:

Positions at this |level include the performance of stenographic work of the
difficulty and responsibility described in the follow ng paragraphs, and fre-

quently also include the. performance of clerical work that may be classified
at this or a |ower grade.

Most positions at this level include the recording and transcription of term -
nol ogy that is average or not highly specialized, in a work situation involving

a normal |evel of responsibility. Positions of this kind are characterized by
the follow ng el enents:

-Material is dictated at the dictator’s normal rate of dictation. However,
the C erk-Stenographer may interrupt for repetition of material that is spoken
too rapidly, is unintelligible, or is unfamliar.

-The dictator provides, or the Cerk-Stenographer nmay interrupt for, the
spelling of and the time necessary to record words, terns, or expressions that

do not recur frequently, are simlar in sound but different in spelling, or
are unusual for other reasons.

-Paragraphing is usually dictated for material of any kind. Punctuation
and capitalization are dictated in the case of material that differs in content
or vocabulary from that normally handled, or when requested by the d erk-

St enographer.  The C erk-Stenographer is responsible for spelling, punctuation,

capitalization, and basic grammar in the case of naterial that recurs regularly
or involves routine subject matter.

-The O erk- Stenographer is responsible for typing work, including typing
of transcripts of dictation, that does not exceed in difficulty that described
in the standard for O erk-Typist AS- 0322-4.
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CLERK- STENOGRAPHER AS- 0312-4:  (cent’ d)

- St enographic notes regarding nmaterial of other than a routine nature are
usual ly transcribed in rough draft formfor review by the dictator.

-The C erk-Stenographer may assenbl e required supplenental material in-
dependently when this involves the use of detailed, clearly defined instructions
or established procedures providing the specific identity of the material, the
source fromwhich it is to be secured, any necessary records or clearances to be
made in obtaining it, and action to be taken with respect to any other matter
i nvol ved. In all cases that are unusual because of infrequency of occurrence,
deviation fromroutine material, or for any other reasons, detailed instruc-
tions concerning all matters involved in assenbly are given by the dictator.

-Transcribed material is reviewed for adherence to the material dictated,;
accuracy of spelling, capitalization, and simlar matters; granmatical correct-
ness; neatness of allowable erasures and corrections; propriety of arrangenent
and spacing of the typed material; clearness and neatness of copy; accuracy of
any references to source material; and conformance with established procedures
or instructions regarding such matters as routings to concerned organi zati onal
units, clearances, and nunmber of copies. Material prepared in rough draft
formis reviewed for these purposes prior to final typing, and the final tran-
scription of such material is reviewed for conformance with the rough draft.

CLERK- STENOGRAPHER AS-0312- 5:

Positions at this level include performance of either stenographic duties of
the difficulty and responsibility described in the follow ng paragraphs, or
clerical work classifiable at this grade |evel and al so stenographic work

of the difficulty and responsibility described at AS-4 or in the follow ng
paragraphs. C erk-Stenographer AS-5 positions may al so include other clerical
work classifiable at a | ower grade.

Sonme positions at this level include the recording and transcription of term -
nol ogy that is average or not highly specialized in a work situation involving

a high level of responsibility. Positions of this kind are characterized by
t he following el ements:

-Material is normally dictated without regard to the recording speed of
t he O erk-Stenographer and without interruption by the d erk-Stenographer. The
dictator may, in some cases, spell or explain ternms peculiar to new or emerging
fields, but typically the C erk-Stenographer is responsible for securing in-
formation on such unfamliar words fromreference sources or, in rare instances,
fromthe dictator subsequent to dictation.

-The C erk-Stenographer is responsible for the correct punctuation, capi-
talization, spelling, and grammar of the material transcribed and for the
proper placenment or arrangenent of all typed material including tabular or
ot her nonnarrative material.
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CLERK- STENOGRAPHER AS- 0312-5: (cent’ d)

- St enographic notes are usually typed. in final form w thout internediate

rough draft and presented with all related supplenental material conpletely
assenbl ed.

-The assenbiy of any required supplenental nmaterial requires the applica-
tion of a knowl edge of material in files, the subject matter of individual
enpl oyee assignments within the organi zational unit involved, and the checking
of cited or standard reference sources available in the same or related organi-
zational wunitg or the library of the enploying organization.

-The review of work perforned includes spot-checking of transcribed materi al
in final formto ensure accuracy and conformance wth established form and
procedure. Suppl enental material is reviewed for accuracy as to content only
in cases that deviate in subject matter fromthose normally handl ed.

-O her positions in this category are characterized by
-an average or nontechnical type of vocabul ary.

-a level of responsibility simlar to that described at the AS-4 level,

-the inclusion of other kinds of clerical duties and responsibilities

classifiable in grade AS-5 by reference to other appropriate classification
st andar ds.

A third type of position in this class includes the recording and transcrip-
tion of termnology that is highly specialized in a work situation involving a

moderately high level of responsibility. Positions of this kind are character-
i zed by the follow ng elenents:

-Material is normally dictated without regard to the recordi ng speed of
the C erk-Stenographer, but interruption by the d erk-Stenographer occurs
occasionally. The dictator usually spells or explains terns peculiar to new
or energing fields but, typically, the C erk-Stenographer is responsible for
securing information on other unfamliar words fromreference sources or, in
rare instances, fromthe dictator after dictation.

-The C erk-Stenographer is responsible for the correct punctuation, capi-
talization, spelling, and grammar of the material transcribed and for the pro-
per placenent or arrangenent of all typed material including tabular or non-
narrative material.

- St enographic notes are usually typed in final formw thout internediate
rough draft and presented with all related supplenental material conpletely
assenbl ed.

-The assenbly of any required supplenental material requires the applica-
tion of a know edge of material in files, the subject matter nature of indivi-
dual enpl oyee assignnents within the organi zational unit involved, and the
checking of cited or standard reference sources available in the sane or related
organi zational units or a reference library.
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CLERK- STENOGRAPHER AS- 0312-5: (cent’ d)

-Al'l transcribed material is reviewed in final form for adherence to the
material dictated; correctness of spelling, punctuation, grammar, and sinilar
matters; propriety of arrangenent and spacing; accuracy of any references
to source material; and conformance with established procedures or instructions
regardi ng such matters as routing to concerned organi zation units and cl earances.

CLERK- STENOGRAPHER AS- 0312- 6:

Positions at this level include performance of either stenographic duties of
the difficulty and responsibility described in the follow ng paragraphs, or
clerical work classifiable at this grade |evel and al so stenographic work

of the difficulty described at the AS-5 |l evel or at any |ower grade. d erk-

St enographer AS-6 positions nmay al so include other clerical work classifiable
at a |ower grade |evel.

Positions in this level include the recording and transcription of term nology
that is highly specialized in a work situation involving a high level of respon-
sibility. Positions of this kind are characterized by the follow ng el enents:

-Material is normally dictated wthout regard to the recordi ng speed of
t he O erk-Stenographer and wthout interruption by the O erk-Stenographer.
Typically, the Cerk Stenographer is responsible for securing information on
terms peculiar to new or energing fields or simlar unfamliar words from

reference sources, referring to the dictator after dictation for such in-
formation only in rare instances.

-The O erk- Stenographer is responsi ble for the correct punctuation,
capi talization, spelling, and granmar of the material transcribed and for
t he proper placenment or arrangenent of all typed material, which may include
t he conplicated spacing problens involved in arranging tabular or other
nonnarrative material to conformwth highly stylized and conpl ex fornmat
requirenents .

-The d erk- Stenographer is responsible for making such'changes in wording
as required to elimnate colloquial and undesirable idiomatic expressions, cor-
rect inadvertent grammatical errors, or ensure consistency of the text with
material presented in tabular formor with quotations fromreference sources.

-Responsibility for collecting or excerpting material to be incorporated
in the final copy fromreference material, a reference library, or other simlar
sources on the basis of instructions that identify such material in general terns
may be incl uded.

- St enographic notes are usually typed in final formwi thout internediate
rough draft and presented with all related supplenental material conpletely
assenbl ed. (St enographi c notes may be occasionally typed in rough draft form
when this is done solely at the request of the dictator for his further con-
sideration or revision of the contents, wording, style, organization, or other
matters for which the d erk-Stenographer is not responsible.)
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-The assenbly of any required supplemental material requires the applica-
tion of a know edge of material in files and the subject matter of individual
enpl oyee assignnments within the organi zational unit involved. The derk-

St enogr apher nust ensure the accuracy of any bibliographic or other references
i nvol ved by referring to source materials available in the sanme or related
organi zational units or a reference library.

-The review of work perforned includes spot-checks of transcribed materi al
in final formto ensure the maintenance of accuracy and confornmance wth estab-
| i shed form and procedure. Supplenmental material is reveiwed for accuracy as

to content only in cases that deviate in subject matter from those normally
handl ed.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
CLERK- TYPI ST AS-0322-0

GRADE- LEVEL STANDARD

The grade levels in this standard describe typing work classified at each grade.
Clerical work is not described in detail at the several grade levels in this
standard. Rather, such clerical work shall be evaluated as to grade level by
reference to standards appropriate to the work perforned.

CLASSI FI CATI ON FACTCORS:

The nost inportant classification factor to be considered in classifying derk-
Typi st positions is the nature and variety of the work. Differences in the

difficulty of typing work are neasured in this standard in terns of differences
in the duties inherent in all typing work. Differences in the nature, variety,

and responsibility for clerical work also affect the grade |levels of positions
in this series.

Typing work that requires a qualified typist always includes such tasks as

-appl ying the vocabul ary know edge necessary to maintain speed and accuracy
in typing fromprinted or witten copy.

-appl ying judgnent in the spacing and arrangenent of the material typed.

-ensuring the correct punctuation, capitalization and granmar in the material
t yped.

-arranging the material in the formnecessitated by the nature of the sub-
ject matter, the purpose for which it is to be used, the format required by
regul ations, or other simlar requirenents.

CLERK- TYPI ST AS-0322-2:

Positions at this |level include the performance of typing duties either as

a trainee for the purpose of acquiring the typing skill and ability described
at the AS-3 level or as a Cerk-Typist performng typing work on an inci-
dental or substantially full-time basis. Positions of this level frequently

al so include the performance of clerical duties classifiable at the AS-2 |evel.

In trainee Cerk-Typist positions, assignnments initially involve the perfornmance
of very sinple typing duties in accordance with detailed instructions and under
cl ose observation. The work is evaluated periodically to determne the trainee's
aptitude, conpetence, progress, and capacity to perform higher-Ievel work.

In nontrainee positions at this level, typing work may be perforned on an
i nci dental basis or on a substantially full-tinme basis.

Fol l owm ng are exanples of typing duties classifiable at this |evel:

4- 83



CLERK- TYPI ST AS-0322-2: (cent’d)

-Typing clearly identified informati on such as nanes, addresses and identi-
fication nunbers, on index cards, fornms and »>ther docunents, when the informa-
tion is taken fromclearly indicated sources which vary little or are easily
| ocat ed.

-Typing | abels, folders, jackets, tabs, and cross-references for use in
files .

-Typing lists, shipping |abels, addresses on envel opes, tine and attendance
cards, reference slips, and other material when the information typed can be
easily extracted fromother forns, lists, and index cards.

- Typi ng nanes and addresses or other identifying data on card size stencils
for use in nechanically addressing envel opes, labels, or mailing wappers, or
for duplicating catalog cards, stock cards, etc.

-Typi ng strai ght rough drafts fromhandwitten or other marked copy when
attention to arrangenment is not required and when typographical errors, strike-
overs, strikeouts, and other inperfections are permtted. The typist has no
responsibility for ensuring correct punctuation or granmar.

CLERK- TYPI ST AS-0322-3:

Positions at this level involve typing of the difficulty and responsibility
described in the follow ng paragraphs, and frequently also include the per-
formance of clerical work classifiable at grade AS-2 or AS-3.

-Typing (w thout error or correction of any kind, when required) materi al
fromclean copy that is of any kind or form (for exanple, printed, typed, or
handwitten; in narrative, tabular, or other form involving either specialized
or nontechnical subject matter fields or foreign |anguage matter) provided that
responsibility is limted to producing a verbatimduplicate of the copy mater-
lal so that such el enents as conplicated spacing arrangenents or foreign | an-
guage or specialized vocabul ary know edge are not invol ved.

-Typing frommterial in rough draft formwhen the rough draft materi al
contains revisions that are clearly indicated so that conprehension of the
text is not required to determ ne proper placenent in the finished copy.

-Typing tabular material when items and headi ngs are preselected or
specifically identified; headings are usually single unit elenments, wthout
subdi vision; and a rough draft may be prepared, whenever necessary.

The follow ng el enents are also characteristic of positions at this |evel:

-The work perfornmed requires the application of a know edge of in-
structions and procedures describing all requirenments regarding matters of
forminvolved in the kind of material which-is usually typed, and the ability

to follow specific, detailed instructions regarding material that is to be
typed in other than the usual form
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CLERK- TYPI ST AS-0322- 3: (cent ‘d)

-Responsi bility for using standard nontechnical dictionaries, style
manual s, or other simlar references to check such matters as spelling and
formis usually included.

CLERK- TYPI ST AS-0322-4:

Positions at this level include performance of either typing of the difficulty

“and responsibility described in the follow ng paragraphs or clerical work

classifiable at this grade |level and also typing of the difficulty and respon-
sibility described either at AS3 or in the follow ng paragraphs. derk Typist

AS4 positions may al so include other clerical work classifiable at a | ower
gr ade.

-Typing highly specialized termnology in narrative or other form when
the work requires sufficient vocabulary know edge to ensure accuracy of the

spelling, syllabification, or simlar matters in the terns involved, and
reference by the Cerk-Typist to technical dictionaries, textbooks, research
reports (for precedent usage and spelling of new terns) and other simlar
material is normally necessary to check the accuracy of such matters. The
termnology involved in typing duties of this kind may be in one or nore
subject matter fields and involves continuous use of a wide variety of scienti-
fic, technical, new, or otherwi se specialized terms. The material typed
consists largely of plain text material or material in which subordinate

br eakdowns, mathematical or scientific synbols, or other elenents requiring
speci al spacing occur. Because of the nature of the material, preparation of
a typed rough draft is usual, but, in sonme instances; typing of final copy

W thout error or erasure and without an internedi ate typed rough draft is
required.

-Typing from handwitten or rough draft material involving nonspecialized
termnology in one or nore subject nmatter fields in a wide variety of formats
(including, for exanple, correspondence, reports, tabular or statistical
matter simlar to that described at the AS-3 level, and other material) when
the work procedures require the material to be typed in final form w thout
internediate rough draft; the typist is held responsible for ensuring the pro-
priety of formand arrangenent in the final copy; and.the work requires
reference to style manuals or procedures or (when these are not directly
applicable) the use of judgnent as to form arrangenent, and spacing, based on
the subject matter, nature of the material, the use to be nade of the typed
copies, or, in the case of regularly recurring material, the known preference
of the enpl oyee or enployees for whomthe material is typed.

-Typing statistical or other tabular nmaterial when this requires the use
of consi derabl e judgnent in nmaking independent determ nations regarding all
matters of formand arrangenent in conplicated material. In typing work of
this kind, the tabular material is equivalent in conplexity to that described
at the ASS level, but a prior rough draft may be typed when necessary. The

wor k does not nornmally require typing in final formw thout error or erasures,
nor selection of data to be typed froma nunber of sources.
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CLERK- TYPI ST AS-0322-4: (cent’d)

-Col lecting material for typing froma nunber of sources in accordance with
instructions indicating only its general nature or rearranging material into
different formin accordance with instructions that indicate only the objectives
to be achieved by the change in presentation when the judgnment and understandi ng
of the subject matter required are equivalent to, and do not exceed, those des-
cribed at the AS-4 level in the standards for other clerical positions.

CLERK- TYPI ST AS-0322-5:

Positions at this level include performance of either typing of the difficulty

and responsibility described in the follow ng paragraph, or clerical work clas
sifiable at this grade | evel and also typing of the difficulty described in the
follow ng paragraph or at any |lower grade. Cerk-Typist AS-5 positions may

al so include other clerical work classifiable at |ower grade |evels.

-Typing statistical or tabular material when all of the foll ow ng condi -
tions are present: spacing arrangenents are conplicated, such as those in-
vol ved when material requires nunerous colums with internal subdivisions or
ot her arrangenents requiring varied marginal indentations and subordi nate
groupings; the material is typed directly in final formwthout a prior typed
rough draft; the material nust be typed in final formwthout error or correc-
tion of any kind; and selecting material to be typed froma nunber of reports
or other immedi ately avail abl e sources and arranging such material in accordance
Bt wth instructions indicating the general nature of the material and purpose of
the presentation. The typing of statistical or tabular material under the con-
diti ons described above would normally occur only in those few offices where a
variety of kinds of materials of this nature nust be prepared and the work is
such that in order to neet admnistrative deadlines the typing nust be done
expedi tiously and accurately w thout the typing of a prior rough draft.
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DoD NAF ADM NI STRATI VE SUPPCORT
JOB- GRADI NG STANDARD
CODI NG CLERK AS-0357-0

CODI NG CLERK AS-0357- 2:

JOB ORI ENTATI ON REQUI REMENTS:

The training or on-the-job developnent is generally limted to detailed in-
struction on the work to be perforned, the guides to be followed, and the
sequence of the work. This training generally requires fromseveral days to a
few weeks after which an enployee is nornmally capable of full performance of
the work under the usual degree and kind of supervisory control.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Numer ous procedural guides in the formof manuals and witten and oral

i nstructions are applicable. (Exanple: How to code and file docunents in
an extensive al phabetical file having specialized instructions for coding and
filing many types of nanes of persons.) The guides and precedents used are
detail ed and specific to all aspects of the work, are always avail able, and
present no unusual problens in determning their applicability.

SUBJECT MATTER AND PROCEDURAL KNOANEDCGE REQUI RED:

Except for sone understanding of the term nology used in the organization
served, no subject matter know edge is required beyond that included in the
gui des and instructions. Know edge of required procedures is limted.

ASSI GNVENT  COVPLEXI TI ES:

Typi cal assignnments normally consist of several clerical steps usually repeti-
tively perfornmed in a prescribed sequence or, when the sequence varies, clearly
ordered by applicable instructions.

JUDGMVENT REQUI REMENTS:

The use of selectivity is limted to such things as choosing for application in
each individual case or assignment the proper procedural guide, instruction
manual , and regulation from anong those the enpl oyee uses.

CODI NG CLERK AS-0357-3:
JOB ORI ENTATI ON REQUI REMENTS:

The training involves detailed instruction on the work to be perforned, the
guides to be followed, and the sequence of the various steps and tasks. An
enpl oyee without prior specialized training or experience is normally in a

| earner or limted performance status for a period ranging fromseveral weeks
to a few nonths.
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CODI NG CLERK AS-0357- 3: (cent’d)
AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The gui des and precedents used are specific and directly applicable to the work
and are always available. The guides and precedents cover substantive nmatters
and are in the formof rules, principles, and precedents applicable to problens
which are clearly within the coverage of guides. Considerable search nmay be
necessary to |ocate the guides applicable to a specific substantive problem

This grade level is characterized by problens in deciding anong several applic-
abl e precedents or guides.

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

Subj ect matter know edge beyond that included in the guides and instructions is
limted to understanding the term nology used in the organization and sone

famliarity with the work done in rel ated organi zati onal segnments. Know edge
of clerical procedures is extensive.

Subj ect matter “knowl edge is required in order to code, and the Coding Cerk

must use nunerous instructions, precedents, and reference books. Review ng

the information to be coded, searching for precedents and background materi al

in reference books, and coding the information constitute several clerical steps.

The coding of each item and use of nore than one docunent are not considered
to be separate steps.

ASSI GNVENT  COVPLEXI Tl ES:

The work consists of noderately conpl ex assignments requiring numerous procedural
clerical steps, the nature or order of which may vary to a significant degree
from one assignnent to another; or the work consists of a few substantive types of
narrow assignments, each requiring several clerical steps that may vary in nature

and sequence on the basis of the requirements and characteristics of each in-
di vidual case or work item

JUDGMVENT REQUI REMENTS:

The use of judgnment is [imted to choosing the appropriate instruction for
application in each individual case or assignment from anong a | arge nunber of
gui des and instructions and to recognize problens requiring referral to

ot hers because the available. instructions, regulations, manuals, and procedures
are not applicable; or to select and apply a limted nunber of substantive

gui des, general principles, or general rules.
CODI NG CLERK AS-0357-4:
JOB ORI ENTATI ON REQUI REMENTS:

The work to be perfornmed is of such difficulty, variety, or conplexity and
requi res know edge of such an extensive and conpl ex body of guides, instruc-
tions, and subject matter as to require a total on-the-job training, ex-
perience, or devel opnent period that ranges in tinme fromseveral nonths to
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CODI NG CLERK AS-0357-4:  (cent’ d)

approxi mately 1 year before the enployee has encountered the full cycle of
operation at |east once or has dealt with a sufficient proportion of the total
possi ble variety of cases so that he is capable of reasonably full perfornmance
under the usual degree and kind of supervisory control.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The gui des and precedents cover substantive nmatters and tend to be in the form
of rules, principles, and precedents applicable to problens clearly wthin the
coverage of the guides but that require sone adaptation and interpretation of
the guides. Extensive search may be necessary to |ocate the gui des applicable
to a specific substantive problem This grade level is characterized by signi-
ficant problens in deciding anong several applicable precedents or guides.

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

Subj ect matter know edges are substantive in nature (for exanple of a body of
knowl edge of an acadenmic area; of the organization s prograns and operations;
or of a body of principles and concepts) and are in addition to the know edge

of procedures (for exanple, rules, guides, and instructions) typical of the
| oner grade |evels.

Positions at this grade |evel are generally those requiring know edge of a
subject matter and usually involve use of specialized termnology or of a
body of principles and concepts. Enpl oyees’ subject matter background nust
enable themto use a wde variety of reference books on a regular basis.

ASSI GNVENT  COVPLEXI Tl ES:

Work consists of a series of numerous procedural and substantive steps that
vary in nature and sequence because of the variations in the particular char-
acteristics of each case or transaction.

JUDGMVENT REQUI REMENTS:

Selectivity is used in choosing and selecting, not only fromanong a very |arge
nunber of procedural guides, but also from numerous substantive guides; in nmak-
ing clerical decisions of a substantive nature requiring selecting the best

froma group of prescribed alternatives; and in recognizing for referral to
ot hers probl enms not covered by the avail abl e gui des.

Sonme coding positions require substantive subject matter know edge; a high
degree of judgnent is needed to select the nost appropriate code froma

nunber of possibilities when coding instructions do not cover specifically
the information to be coded.
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CODI NG CLERK AS-0357-5:

JOB ORI ENTATI ON REQUI REMENTS:

The work to be perfornmed is of sufficient conplexity, variety, and difficulty
and requires extensive know edge of such a large and conpl ex body of guides,
instructions, and subject matter that a period of on-the-job experience,
training, or devel opnent ranging from many nonths to approxi mately 1

year is required in addition to the training described at the AS-4 |evel.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Ext ensive guides in the formof instructions, regulations, manuals, and pre-
cedents are applied. The guides and precedents for substantive matters are
inthe formof rules, regulations, and principles that are not specific and
detailed and therefore require considerable interpretation and adaptati on.

Ext ensi ve searches may be necessary to |ocate existing guides or to verify that
no precedent is available. Sonme Coding C erks responsible for assigning codes,
who use a large assortnent of reference books on a regular basis, along with

i nstructions and guides in selecting the proper codes, neet this grade |evel.
They make recommendations in witing for the establishnment of new codes for
cases that cannot be given an existing code,

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

The body of subject matter know edge applied is simlar in nature to that at
the AS-4 level but is significantly nore extensive and conpl ex.

A know edge and understandi ng of the subject matter being coded is required to
enabl e the Coding Cerk to understand and use technical term nology and to nake
speci al requests for technical textbooks and other technical reference sources
on the subject that are needed regularly, in addition to coding manual s or
instructions, as adjunct directives in the coding process.

Coding Cerks in these positions request current textbooks and technical reports
relating to the information they are coding from avail abl e sources on a regul ar
basis, in order to keep up with the latest information needed for coding. They
nmust keep abreast of the types of publications available in order to nmake
requests. They frequently code precedent-setting information in consultation

W th appropriate subject matter experts and statisticians and may be required
to draft instructions applicable to these cases for approval and incorporation
into the coding manual .

JUDGMVENT REQUI REMENTS:

Selectivity is exercised in determning alternatives from anong a very |arge
nunber of substantive guides; in recognizing possible alternative actions when
these are not prescribed or readily apparent; in selecting or devising the pro-
cedural steps necessary in solving substantive clerical, processes; and in
recogni zing and referring those problens that require other than clerical

deci sions or actions.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
COWUTER CLERK AS-0335-0

COVPUTER CLERK AS-0335- 4:
TYPI CAL ASSI GNVENTS:

- Revi ewi ng i ncom ng batches of docunents; |ogging incom ng batches of coded
docunents, processed punch cards, tape reels, and work sheets; screening
materials for inclusion and legibility of essential data; returning docunents
wth illegible or omtted data to source elenents for clarification; and fol-
| owmi ng up for corrected docunents, delayed work sheets, and punch cards
required to neet work schedul es.

-Organi zing batches of work sheets and docunents and forwarding to keypunch
operations; holding returned batches of verifed punched cards or tapes and
supporting docunents in tenporary storage until schedul ed cutoff dates; and
submtting conpleted batches of cards or tapes to nachine operations as
schedul ed.

-Posting to daily work l[og; assigning control number for each machi ne opera-
tional run; and maintaining status of work in progress and projects conpl et ed.

- Exam ni ng machi ne out put reports for overall legibility and conpl et eness of
printed data and verifying accuracy of total against predeterm ned figures
in control Iog.

- Recordi ng and checking daily machine utilization reports for required entries.

-Assisting with maintenance of Electronic Data Processing (EDP) |ibrary, assuring
correct labeling, including logging in and out, and updating of material.

COMPUTER CLERK AS-0335-5:

In addition to the performance of the majority of those duties listed at the
next |ower grade level, typical assignnents include

-exam ning all proof lists and conpleted output reports for overall I|egi-
bility and conpl eteness of printed data and verifying the accuracy of totals
agai nst predetermned figures in balance control | ogs.

-consulting wth supervisor or higher-grade clerk for those out-of-bal ance
condi tions that cannot be readily resolved; returning unresolved error docunents

to source elenents for correction; maintaining followup for returned docunents;
and forwardi ng bal anced checks, listings, reports, and cards for distribution to
appropriate elenents.

-assisting in preparing daily conputer operation schedules with established
formal schedul es for conputer production.
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-Assisting in review ng systens packages (incom ng programed projects)
for conpl eteness of operating instructions, availability of card, tape, and
print |layouts, sanple copy listing, adequacy of audit procedures, specifica-
tion of due-in/due-out dates, program nunber assignnment, and specification of
source input.

-Assisting in maintaining daily history file of all machine utilization;
reviewing daily nmachine utilization edit listing for job code nunber, clock
hours, and meter hour errors; and making manual corrections to edit listing,
updating the cunulative daily card file for subsequent preparation of the
mont hl'y machine utilization report.
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CLASSI FI CATI ON FACTORS:

The nost inportant factors to be considered in classifying Conputer Qperator

positions are operator responsibility, operator supervision, and conplexity
of equi pment oper at ed.

COVPUTER CONSOLE OPERATI ON:

The operation of a digital conputer system during production runs is controlled
by neans of a “control console.” These consoles vary in details of appearance,
control or swtches, nunber and coding of neon lights, and exact nethod of
operation with differences in the nmake and nodel of the conputer and in the
amount and type of equi pnent which is being used “on line” in the data proces-
sing operation. Systens operate wth punched cards or paper tape for both
program and data input, and with punched cards or paper tape output.

A Conputer Operator receives assignments in the formof Conputer Qperator’s
instructions for the run to be processed, together with the input data in the
form of cards or tapes as appropriate to the system The operator prepares the
equi pment for the run, which includes properly loading the tape units (or card
feeds), sets the control properly, clears the machine registers and nenory, and
sees that all elenents to be used are properly set for starting. Starts the
conputer into operation.

During operation, the operator watches all elenents of the systemfor any evi-
dence of incorrect operation, and nonitors the control panel for occurrence of
error lights. |f the machine stops, or error lights cone on, the operator

tries to determ ne the cause of stoppage or error, and takes the proper steps
to get the program runni ng again.

NORVAL OPERATOR RESPONSI BI LI TY:

Al'l operators are expected, in stop or error situations, to read the control
panel lights to determne the spot in the programat which the stop occurred;

to determne the information contained in the various registers; and to obtain
information fromthe machine by interrogating appropriate nmenory addresses.

They are expected to consult the console operator’s instructions to determ ne
whet her the stop is programmed and to take courses of action directed in case of
programed stops. They are expected to understand sufficiently the programwth
whi ch they are working and the nmachine logic to identify the cause and to deter-
mne corrective action in common error situations. \Wen serious errors are

i nvol ved, the operator consults a supervisor or programer, who takes the

| ead in resolving the situation.

SENIl OR OPERATOR RESPONSI BI LI TY:

In addition to performng all normal corrective steps, this level entails re
sponsibility for use of mature judgnment and a good understandi ng of program
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m ng and machi ne operation in analyzing and taking action on serious error situ-
ations not correctable by normal steps. This level includes responsibility for
taking action to resolve conplex error situations w thout calling for programmer
or supervisory assistance unless major program nodification is required. This

| evel does not involve responsibility for major alterations or the adequacy of
progr ans. Such nmatters becone the responsibility of programmers. The senior
operator may al so be expected to nake reconmendati ons regardi ng new and better
service routines, inprovenents of progranmmers’ routines, better production tech-
ni ques, and possible nodification or additions to equipment. Operators at this
| evel may do progranms up to the noderately conplex |evel.

PERI PHERAL COMPUTER EQUI PMENT OPERATI ON:

Peri pheral conputer equipnent either may be directly connected with the conpu-
ter (on-line), or nay be operated separately from the conputer (off-line). In
either case, the job requires a fanmliarity with the purpose of the conputer,
what it perforns, the part each piece of equipnment plays in the operation and
their interrelationship to the extent that the incunbent can recogni ze and
correct, or call attention to, errors that may affect computer operations, and
that the operator can properly follow project instructions and tinme the work.

The skills necessary to operate the individual units or peripheral equipnment
vary somewhat with the machine. Typically, they include wiring fairly
sinple to noderately compl ex plugboards, observing and understanding the
meaning of a limted panel of neon lights, and using a noderate nunber of

control switches; skill in handling punch card codes and recogni zing rea-
sons why cards are defective; skill in nounting, and caring for reels of
magnetic tape; and skill in handling perforated paper tape. Famliarity

wth binary code and the ability to translate punch card codes into binary
| anguage nmay be required.

Error situations are nostly external (such as faulty cards) and hence can be
fairly readily identified and resolved. There are sone special card-to-tape
converters in use that are equipped with special circuitry to perform sel ect -
i ng, sorting, totaling, and nunbering operations concurrently with the conver-
sion of data to tape. They may also be wired to permt backup for correction
of errors. Operation of such special converters is considered conparable in
difficulty to the operation of the high-speed printers.

A typical high-speed printer involves a noderately conplex plugboard; the use
of a nunber of control panel switches; the interpretation of a panel of up to 48

neon lights; the use of a panel skill in handling magnetic tape; and the ability
to recogni ze whether the printed output conforms to the desired result. Error
situations are internal, involving possibilities of progranmm ng error or machine

error, and are nore difficult to recognize than the external errors typical of
the card-to-tape converter.

Operation of tape units connected to the main conputer during production runs

requires skill in handling, mounting, and disnmounting tapes; the ability to read .
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I nstructions specifying the tapes to be nounted on each unit; a general faml -
larity wth the conputer operation and sequence of the program being run; and
an alertness in recognizing evidences of faulty operation.

The above exanples illustrate the types of nachine operations perforned; they
are not intended to be all inclusive.

COVWPLEXI TY OF PERI PHERAL COVPUTER EQUI PMENT:

For purposes of this standard, “less conplex” equipnment includes tape reel
units, tape-to-card converters wthout specialized circuitry, or other equip-
ment that involves conparable difficulty and requires conparable training
and skill in its operation.

The "more conpl ex” equipnent is considered to include high-speed printers, tape
data selectors, card-to-tape converters with specialized circuitry, automatic
character-reading machines, or other equipnent that involves conparable diffi-
culty and requires conparable training and skill in its operation.

COMPUTER OPERATOR AS- 0332-5:

At this level, the enployee operates peripheral conputer equipnment as the prinmary
job duty.

This level is further characterized by exceptionally responsible and indepen-
dent operation of peripheral conputer equipnent involving thorough overall
knowl edge of a l|arge peripheral equipnent operation, skills applicable to the
system and the assunption of special responsibilities as an assistant to the
supervisor, or as the "senior" or “specialist” operator in the unit. Wrk
typically involves such factors as operating any or all types of peripheral
equi prent used in the systemwth full independence and a m ni num of supervi -
sion; giving assistance and training to operators in |ower grades; and perform
I ng special assignnents, such as unusual or difficult plugboard wiring, or the
operation of machi nes on work presenting unusual problens. | ncunbents at this
| evel may al so operate verifiers and nmachines with typewiter keyboards for
writing on tape. | ndi vi dual work factors involve setting switches, wring

pl ughoards, reading neon panel lights, and mounting and disnmounting tapes.
Loadi ng and recogni zing faulty punch cards, operating the machi nes, recogniz-

ing and correcting error conditions, and keeping necessary records also
are invol ved.

| ncunbents at this level may al so serve as trainees in the operation of the
consol e and on-line conponents of medium- or |arge-scale digital conputer sys-
tems, and may receive classroomand on-the-job instruction in machine |ogic,
progranmm ng techni ques, the operation of the switches and controls of the

console itself, and reading the conplex lights of the control panel (usually
in binary code and variations thereof) in order to determne, in the event

of machi ne stoppage, the point in the program where the stoppage occurred, and
information in the register. \Wen medium- or |arge-scale systens are involved,
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actual operation of the console at this level is for training purposes under
t he cl ose supervision of a higher-grade operator.

COMPUTER OPERATOR AS-0332- 6:

At this level, enployees

-operate and performwork with peripheral conputer equipnment of the sane
conplexity and with the sane | evel of responsibility as characterized in the
AS-5 Conputer Qperator |evel or operate small digital computers (for exanple,
NCR L-2000 or conputer of conparable size and conplexity).

-operate the conputer control console and performthe full range of conpl ex
duties associated with its operation as characterized by the AS-7 Conputer Oper-
ator level, but do not operate as independent operators and do not have full
responsibility for the quality of the result. Conputer Qperators at the AS-6
| evel usually operate the conputer control console under the supervision of a
hi gher-grade operator or as an assi stant operator.

-are qualified to operate the full range of peripheral conputer equip-
ment and the conputer console. To qualify for classification at this level, in-
cumbents nmust not be engaged in peripheral conputer equi pnment operation nore
than 75 percent of the work tine and nust be engaged in conputer control console
operation for at |east 25 percent of the work tine.

The above three factors nust be nmet for classification at this level

The follow ng additional factors are usually found at this Ievel.

-l ncunbents of nost positions at this |evel operate a nedium or |arge-scale
digital conputer systemon production runs with “normal operator responsibility.”
Supervision is al nost always available, usually froma higher-grade Conputer
Qperator. This | evel does not have conplete responsibility for recognizing,

di agnosi ng, and i ndependently acting on nmachi ne stoppages and error situations.
Also at this level are positions involving operation of a small-scale com
puter with “normal operator responsibility.” These are typically card-driven
nmodels, with little or no periperal equipnent.

COVPUTER OPERATOR AS-0332-7:

At this level, enployees operate the console of a medium or |arge-scale digital
conputer system on production runs, wth responsibility for the quality of the
result, and with “normal operator responsibility” for recognizing, diagnosing,
and i ndependently acting on nmachi ne stoppages and error situations when full
program recovery can be nade by application. This is the independent-operator

| evel when the followng conditions are substantially met:

-Most all of the prograns run are in operational status and present few
pr obl ens,
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-There is little or no testing of new prograns,

-The schedule for the shift provides for alternate prograns to run in case

problens or errors arise on the originally schedul ed program that cannot be
corrected within a reasonable period of tine,

-Most of the prograns run for a relatively long period of tinme, or the
sane progranms recur regularly, so that the problem of becomng famliar with
and retaining programrequirements are not excessive.

When the operating difficulties substantially exceed the conditions described
above, incunmbents of these positions serve as assistant operators on the shift
or operate the console with a programrer or shift supervisor readily avail able
In case of a serious stop or error situation. I n such cases, 1incunbents work

W th the supervisor or progranmer in identifying the cause and determ ning
appropriate corrective action.
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CONTRACTS CLERK AS-1106-5:

NATURE AND VARI ETY OF " WORK:

Positions at this level involve performance of clerical tasks that require the
application of a know edge of general contract procedures, basic regulations,

and pertinent office practices. The clerical tasks are of a recurring nature
and are executed in accordance with well-established procedures, nethods, and

controls, fromwhich deviations are made only upon instructions fromthe
super vi sor .

At this level, the enployee is

-responsi ble for the clerical preparation and conpletion of docunents such
as concessionaire agreenents, vendor agreenents, solicitations, and other docu-
mentation related to service and supply contracts. Upon receipt of contract
work sheets, drafts of quotations, drafts of bid proposals, or simlar materi-
als (when the format and pertinent information have been outlined and indica-
ted by supervisory personnel responsible for selecting and including stock and
standard paragraphs, clauses, and attachnments necessary to conplete the docu-
ments), follows instructions and office practices. Responsible for discerning
obvi ous di screpancies and om ssions which require corrective action by higher-
grade enpl oyees prior to final conpletion and official distribution.

-responsi ble for the checking of contracts and support docunents with respon-
sibility for verifying the conpleteness of the information and supporting docu-
ments, verifying the information, determ ning that costs, prices, and ot her

figures have been correctly transcribed;, and segregating the contracts into
est abl i shed classes and categori es.

-responsi ble for the extracting and abstracting of information from con-
tracts and supporting docunments for the purpose of naintaining status, infornma-
tional, and statistical records and the furnishing of factual information from

such records, such as the status of request, the nature of the transactions, or
t he volunme and nonetary val ue of transactions.

NATURE OF SUPERVI SORY CONTRCOL EXERCI SED OVER THE WORK:

The Contracts Cerk AS-5 is under the supervision of a Contracts Specialist or
other technically qualified enployee 'in a hi gher grade who determ nes the work
assignnents and typically gives detailed initial instruction and specific ex-

pl anati on of the sequence and application of the work procedures and net hods
and of the rules and regulations relating to the work. Wthin this franmework,
the Contracts Clerk AS-5 perfornms the work independently. The incunbent is
expected to refer to the supervisor questions that involve deviations fromthe
est abl i shed procedures or situations where the guide and reference materi al
cannot be applied in the standard nethod or require explanation or interpreta-
tion. Likewise, unfamliar clauses, expressions, or designations are referred
to the supervisor for explanation and instructions. The work perforned at this
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| evel is normally reviewed thoroughly upon conpletion for such purposes as
accuracy and conpl eteness of content, adherence to established format, and
conpliance with regulations and rules controlling the contract transaction.

NATURE OF AVAI LABLE GUI DELI NES FOR PERFORVANCE OF WORK:

Gui del i nes available to incunbents of positions at this |level consist of oral
or witten instructions presenting detailed, specific operating procedures and
the sequence of the steps to be followed. OQher guide material consists of
sanpl es of standard clauses, illustrative formmterials, and regul ati ons and
directives applicable to the work assigned.

PURPOSE AND NATURE OF PERSON- TO- PERSON WORK RELATI ONSHI PS:

Personal work contacts of Contracts Clerks at this grade are mainly with co-

wor kers and supervisors. Such contacts are primarily to secure clear and
specific additional information required to process docunents, to obtain
clarification of obvious discrepancies or omssions, or to furnish factual
information and data from office records. Qccasionally, there are contacts with
personnel of other units or wth concessionaires or representatives of vendors.
Such contacts are for the sane purpose as the contacts with supervisors.

NATURE AND SCOPE OF RECOMVENDATI ONS, DECI SI ONS, COWM TMENTS, AND CONCLUSI ONS:

Contracts Clerks AS-5 do not make conmtnents. A degree of judgnent is required
in selecting appropriate standard and stock paragraphs to conplete various
documents; in abstracting or extracting information for control and processing
purposes; and in recogni zing obvious discrepancies or om ssions that require
referral to higher authority for corrective action.

CONTRACTS CLERK AS-1106-6:

NATURE AND VARI ETY OF WORK

The nature of the tasks performed by a Contracts Clerk AS-6 is predom nantly
clerical based upon a thorough know edge of the rules, regulations, and prac-
tices of procurement and contract activities, and is concerned with tasks such
as the procurenent of concessionaire services from authorized sources, pro-
cessing, verifying and controlling of concessionaire and agency agreenents.
Positions at this level differ fromthose at the AS-5 I evel in the degree of
initial responsibility assumed, the degree of experienced judgnent required,

and the execution of assignnments conplicated by factors which are not conpletely
resol ved by direct application of guide and reference source materials.

At this level enployee is

-responsi ble for processing, including the drafting of standardized con-
tract docunents considered difficult because of such factors as variety of
speci al and unusual clauses of services. Qher responsibilities include
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responsibility for the drafting of statenments of determ nations and findi ngs
for conplex contracts, followng rough drafts, work sheets, and notes furnished
by technical personnel responsible for the transaction, which require a review
and analysis of all the submtted material to select and utilize appropriate
dat a.

-responsi ble for verifying (consisting of the final, detailed, clerical
review) of a variety of types of contracts and rel ated docunents, including
nmodi fications and anmendnents prior to approval by the signatory authority.
Such review is for the accuracy and conpl eteness of the contracts, to avoid
duplication, and to discern discrepancies.

-responsible for controlling, involving the maintenance of progress, status,
and statistical records for conplex transactions fromthe point of initiation
through final action, for “follow up” on concessionaires and contractors, to
ensure subm ssion of required periodic or special reports.

-responsi ble for reviewi ng and considering requests from concessi onaires
or requisitioning officials for the nodification or adjustments of previously
conpl eted contracts; drafting of formal changes, nodifications, or adjustnents;
i nform ng the vendors, concessionaires, requisitioning officials, and others of
the action taken on the requests for changes; and advising concessionaires and
vendors of the scope and limts of the provisions and stipulations of the
contract, when such advice can be given by reference to clearly defined in-
structions, regulations , or precedents.

NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

Contracts Clerks AS-6 are under the general supervision of a Contracts Special-
i st or other technically qualified personnel of higher |evels who nake assign-
ments and determ ne the urgency and priority of particular tasks. They are
conparatively free fromcl ose supervision, direction, or aid on the technical
and procedural aspects of the day-to-day work and are held responsible for the
accuracy and tinely acconplishment of their work. The work is reviewed gene-
rally on conpletion or when situations occur that represent najor deviations

from established rules, regulations, or precedents requiring authoritative de-
cisions from higher-level enployees.

NATURE OF AVAI LABLE GUI DELI NES FOR PERFORVMANCE OF THE WORK:

The sanme guidelines are available to Contracts Cerks AS-6 as are avail abl e at
the AS-5 level; however, enployees occupying positions at this |evel are ex-
pected to possess a nore intensive know edge of the contents of the available
gui des and source material in order to execute their assignments with a mninum
of reference to the guide. The Contracts Cerks AS-6 nmake extensive searches of
t he guides and source material in determ ning whether or not a special or unusu-
al situation is covered by established rules, regulations, or precedents or

whet her the transaction should be referred to supervisory or technical person-
nel for decision.
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PURPOSE AND NATURE OF PERSON TO- PERSON WORK RELATI ONSHI PS:

The nature and purpose of personal work relationships are simlar at this |evel
to those of Contracts Clerks AS-5, although the area of contact with personnel

of higher levels, vendors, or concessionaires is broader as a result of the
greater responsibilities in these positions.

NATURE AND SCOPE OF RECOMVENDATI ONS, DECI SI ONS, COWM TMENTS, AND CONCLUSI ONS:

The scope of decisions and reconmmendations in positions of this type can best
be illustrated by such typical exanples as the determ nation that contracts are

conplete, in proper form and are acconpani ed by the necessary fornms, justifi-
cations, and other required acconpanyi ng docunents.

Judgnent, based upon the incunbent’s experience and an intensive know edge of
the guide and source material, is required in recognizing transactions that

devi ate substantially from established policies and rules and therefore require
reference to technical personnel in higher grades.
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| NCLUSI ONS:

| ncluded in this standard are positions that are concerned with the receipt,
i ndi vidual route sorting, collection or pickup, and delivery of mail (insured,
registered and air mail), cash receipts, change funds, and a variety of other
papers, docunents, nonies, and administrative material processed or handl ed.

Courier positions involve the operation of autonotive equipnent to facilitate

t he performance of the courier duties and may al so include the perfornmance, as
requi red, of m scellaneous tasks such as operating sinple duplicating equi pnent
(Xerox and Ditto) in an office situation; [ight manual work such as lifting

and enptying mail sacks, delivering or collecting admnistrative material and
packages and noving office machi nes and equi pnent; and simple office duties such
as checking outgoing material for conplete address, filing al phabetically,

and date-stanping mail.

These m scel | aneous tasks may be conbined in various ways wth general courier
work to constitute specific courier positions. Positions are not excluded from
this standard when the m scel |l aneous tasks perfornmed are at the sane or | ower
grade level as the courier work and when the basic purpose and primary duties

of the positions are characteristic of this standard.

Couriers acconplish their work by operating an autonobile or |ight-duty truck.
EXCLUSI ONS:

-Positions primarily concerned with reading, inspecting, routing, recording,
and sorting mail.

-Positions that require the operation of autonotive equi pnent when that is the
prine function of the position.

COURI ER AS-0302- 3:
NATURE AND VARI ETY OF WORK:

The Courier AS-3 receives mail, parcel post, and adm nistrative material from
the post office; sorts the itens to be delivered on the designated route accord-
ing to prescribed stops; arranges material in order of delivery; delivers
material by office or building nunber, code, individual name, or organizationa
unit; picks up at prescribed stops and sorts materials to be delivered al ong the
courier route in returning to the assigned duty station or post office; may

pick up, deliver, and nmaintain supplies; occasionally, nmakes special trips to
pick up or deliver special nail or materials; and perforns other sinple and
routine manual, mechanical, and clerical duties as prescribed.
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COURI ER AS- 0302- 4:
NATURE AND VARI ETY OF WORK:

These positions consist of courier work involving responsibility for the

pi ckup and delivery of cash in addition to those duties .outlined at the AS-3
| evel

The Courier picks up and verifies material to see that regul ations pertaining

to courier service have been complied with (for exanple, cash is properly
secured wth organi zati onal segnent nunber annotated, docunents are properly
seal ed and addressed, receipt card or formis attached and classification is

I ndi cated); deposits cash receipts at the bank or designated office; may maintain
change fund and provide activity managers with change; advises persons at pickup
points, as requested or required, on the correct procedure in preparing itens
for purposes of delivery by couriers; safeguards cash, docunents, nmail, and
related material in transit by taking all precautions to retain personal pos-
session of itens at all tines; locates and identifies the prescribed person

to whomthe material is addressed; delivers individual pieces of mail or cash
Itens and obtains and turns in necessary receipt or signature; tactfully

refuses to deliver material to unauthorized personnel; refers to supervisor

or security officer any unusual incident or situation involved in handling °
mat erial .

e e
P s,
e
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ENG NEERI NG DRAFTER AS-0818-0

CENERAL STATEMENT:

This standard includes all positions in which the primary function is prepara-
tion of drawi ngs for the purposes of docunenting and comuni cating engi neering
or architectural ideas and information or for the design of office forns.
Positions in this standard require skill in the application of drafting tech-
ni ques and practical know edge of drafting nethods and procedures.

ENG NEERI NG DRAFTER AS-0818- 5:

Typi cal assignnents include preparation of detail drawi ngs, in which the incum
bent nust adjust and transpose di nensional scale or in other conparable ways
clarify details for the guidance of shop or construction activities. Draw ngs
usually require a variety of alternate sectional views in order to clarify

posi tioning of conponents and convey all information needed for fabricating,
building, or repair purposes. Typically, such assignnents require the preparation
of isometric drawi ngs of parts or features based on data obtained from separate
hori zontal projection (plane) and vertical projection (front elevation) views.

Ot her assignnents require the preparation of final ink drawings fromoriginal
detail design drawi ngs of |arge and conpl ex equi pnent, structures, and systens
that are conplicated by small, intricate detail, odd irregular curves, nunerous
el l'ipses, and necessity for consolidating details from nultiple sources. The
context of the drawngs is such that considerable care is required in assuring
that after reduction in size they will retain adequate clarity of detail. Stil
ot her assignnents require the |ayout and design of a wide variety of office
forms, incorporating consideration of line weight, spacing for handwitten

EDP, or typewitten entries, color distinction in print face of |ine devel opnent,
routing designations or mnultiple-copy forns, and overall appearance of the
conpl eted product. | nput information is provided to the Engineering Drafter

I n rough, pencil-sketched copy or revisions as indicated on existing forns.

Assignments at this level may include additionally or as primary duty the
preparation of perspective views of equipnent in a training capacity. These
assignnments also involve the addition of well-defined details to. existing
perspective drawi ngs, in which the density of line and shading nust be accom
plished in a very precise nanner.

General instructions, including suggested nethods of approach, applicable pre-
cedents, and advice on source materials, are given with the initial assignment.
| nstructions are |less conplete when such assignnents recur. The supervisor is
avai |l abl e to advise and assist as needed in selecting the plan of operation
and resolving special problems. Wrk is spot-checked during devel opnent and
Is reviewed on conpletion for clarity and adequacy. In addition, the place-
ment of representative features is verified to assure accuracy.
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Precedents and guides pertaining to the basic characteristics of the draw ngs
are readily available, but checking out details frequently requires searching
the related data sources.

ENG NEERI NG DRAFTER AS-0818-7:

Assignnents at this level require versatility in the application of all draw

I ng techniques and practices regularly used in the preparation of draw ngs for
fabrication, building, or repair purposes in the broad subject nmatter special -
i zation. Accepted fornulas are used in naking involved conputations as neces-
sary in, properly dinensioning drawings or in ascertaining |load capacities,
strengths, and stresses.

|n the mechanical field, the assignnents entail the preparation of working draw ngs
for subassenblies involving special considerations in dealing with crowded

features, irregular shapes, nultiple functional relationships, and requirenents

for achieving extrenmely precise positional relationships between conponents.

Al so typical of this level are assignnents that require the versatile application
of drafting techni ques and know edge in devel oping conplete layouts and required

suppl ementary detail drawi ngs for structure of a systemfor which precedents are

directly applicable or conplete basic information has been established as to

size, shape, and material. An exanple is the preparation of architectural draw
i ngs depicting conplete plans for the proposed construction of a building,

i ncluding the overall layout, and detail draw ngs of such features as founda-
tions, wall sections, floor plans, and roof. Quantities of materials are

determ ned by conputing dinmensions fromthe scale draw ngs and appl yi ng
establ i shed requirement factors.

Al so characteristic of this level are assignments to provide pictorial repre-
sentation of concepts in which there are artistic and technical problens in
portraying the basic characteristics in a mninmmof views. These assignnments
requi re the use of techniques of perspective projection in portraying machi nes
and functional relationships between various conponents of a system

The instruction that the incunbent at this |evel receives fromhis supervisor
varies greatly between the assignnents that are of a recurring nature and those
that enbody features not previously encountered. Recurring assignnments are
defined in terns of results expected, and the incunbent utilizes directly

rel evant procedures, precedents, and guidelines in acconplishing them Wen
assignments differ significantly fromthose previously encountered, the super-
vi sor suggests the nethod of approach to be used, periodically appraises the
progress of the assignment, and furnishes additional advice as needed. In

either instance, the inportant features of the conpleted work are reviewed upon
conpl eti on.
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ENG NEERI NG DRAFTER AS-0818-7: (cent’d)

The characteristics of these work assignnents require that the incunbent-nake
extensive use of standardi zed tables and manual s and search out and conpute
speci al purpose data as needed.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
EQUI PMENT AND FACI LI TIES CLERK AS-2005-5

At this level, the enployee perforns the follow ng conbination of duties:

- Mai ntai ns appropriate records of fixed assets by nonenclature, fixed asset
nunber, and location. Periodically verifies assets by physical counts. Prepares
fixed asset docunments, such as purchase orders, receiving reports, transfer
vouchers, and charge or credit vouchers, obtaining necessary signatures as
required. Recommends corrective action on errors, om ssions, and discrepancies

occurring on records or reports. |ssues nunbered tags for fixed assets and

takes required action with respect to such tags renoved fromfixed assets because
of sale, transfer, or disposal. Assists in taking physical inventories of fixed
assets.

-Prepares all docunentation for capital expenditure projects and assists
in conpilation of data for facility master plan.

-Conplies wth requests for information contained in files and records
and answers and nakes numerous calls.  Conposes correspondence on natters of a
routine or special nature, requiring assenbling and eval uating information

-Fil es al phabetically or nunerically, posts all pertinent data, and nmakes
files on all materials.

-Perfornms routine typing and other general office clerical duties as
assi gned.

Note: Qther jobs that contain simlar basic duties that significantly exceed
or fall short of those cited above shall be appropriately classified above or
bel ow this established AS-5 grade level with the rationale for the grade

sel ected docunented and attached to the position description,
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DoD NAF ADM NI STRATI ON SUPPORT
JOB- GRADI NG STANDARD
FI LE CLERK AS-0305-0

EXCLUSI ONS:

-Positions involving the formulation of records control policies, the
devel opnent of file systenms and procedures, and the review of filing operations.

-Positions involving records maintenance work (for exanple, posting,
entering, and adjusting) requiring subject matter know edge.

-Positions involving the performance of nonprofessional work requiring a
knowl edge of library techni ques and operati ons.

-Positions involving the mai ntenance of files of tapes used in automatic
dat a- processi ng equi pnent.

-Positions, the paranount requirenment of which is the operation of
m crofilmand duplication equiprent.

OCCUPATI ONAL | NFORMATI ON:

File work consists of maintenance, control, protection, and disposition of
records for efficient reference service and for retrieval of information and
materials

Most filing systenms are broken down into three classifications:

- Al pha/ Nuneric - Materials are filed in al phabetical or nunerical order
t hrough the use of obvious key words or nunbers. (This systemis the |east

conplex, requiring very little judgnent in determning key word or nunerical
code. )

-Subject: Materials are filed by major division or subject headi ng.
(This systemis nmore conplex, requiring sone judgnment in determ ning the proper
key word or division.)

-Decimal: Materials are assigned nunbers in accordance wth a prescribed
classification system The system provides for filing and retrieval of na-
terial according to numerical famlies and subfamlies. (This is the nost com

pl ex systemrequiring judgnment in determning and assigning the proper nuneri-
cal classification to be used.)

(Cross indexing may exist in any one or conbination of these systens)
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FILE CLERK AS-0305-0: (cent’d)

Filing work includes determning the proper classification of materials to be

filed; sorting and arranging records in cabinets or other containers, and within

folders, in accordance with file codes or synbols; |ocating and w t hdraw ng

records or information fromrecords to nmeet the needs of users; cross-referencing

file material; renoving records for disposition according to established
schedul es and applicable rules and regul ations; assenbling records to ensure
that material on specific transactions or subjects is kept together; and using
various sorting or other nmechanical devices provided to facilitate processing
when | arge volunes of materials are involved.

Some file positions require the processing, filing, locating of, and accounting

for security classified materials. The nere fact that enpl oyees have contact

W th such materials does not, in itself, affect the grade |evel of the position.

Under no circunstances shall the nmere presence of duties involving security
classified materials be the basis for assigning a specific grade |evel.

FILE CLERK AS-0305-1:

Positions at this level include the performance of duties at the sane |evel of
difficulty as the foll ow ng:

-Sorting, arranging, and filing material in accordance with a specifi-
cally described and readily understood systemor simlarly processing materi al
i n accordance with predeterm ned and clearly designated al phabetical; numeri -
cal, or chronol ogi cal systens.

-Wthdraw ng specified material when no search is entailed.

-Charging out located material, canceling charges, and refiling materials
previously w thdrawn.

-Performng the sinplest indexing duties, such as recording dates or file
nunbers on indexing cards.

Conpl ete and detailed instructions are provided by the supervisor. These
instructions are readily nmenorized and repetitive in nature. The supervisor
s avail able for guidance and assistance while the tasks are being perforned.

FILE CLERK AS-0305-2:

Positions at this level include the performance of duties at the sane |evel of
difficulty as those outlined bel ow

-Arranging, filing, or withdraw ng material according to an established
filing system of sonme conplexity requiring recognition of certain pertinent
but clear-cut details (for exanple, subject, nane, or nunerical file when the
i dentification nmust be established by date “of birth, serial nunber, subject
headi ng, or other specified information).
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FILE CLERK AS-0305-2: (cent’d)

-Classifying material for sinple decimal files having a limted (two or
three) nunmber of distinct subject matter codes or simlar headings with which
the material to be classified can be readily and easily associ at ed.

-1 ndexi ng or cross-indexing when the addition of such itens as nane,
date, and file classification, a brief summary of the material is prepared,
or when a few sinple rules are observed in determ ning when or to what extent
material should be cross-indexed.

-Searching for material when the search is limted to three or four
desi gnated or obvious places within the files or a |ike nunber of readily
identifiable locations outside the file unit.

-Work is perforned independently.  Supervisor gives instructions and
gui dance, approves any devi ations from established procedures, and spot-checks
wor k for accuracy.

FILE CLERK AS-0305-3:

Positions at this level normally include the performance of duties at the same
| evel of difficulty as those outlined bel ow

-Classifying, cross-referencing, and coding in a nore conplex deci nal
file systemrequiring reading and anal yzi ng the substance of the materi al

when the main topic is easily discernible and the coding systemis prescribed
but the volune is I|arge.

-Perform ng searches for records in a noderately conplex filing system
the characteristics of which include a wide variety of documents along with a
more difficult 13-digit nunerical or al phabetical systemrequiring judgnent in
determ ning the key word or nunerical code used within the applicable system

-Mai ntaining master file of a wide variety of admnistrative circulars,
notices, and publications and providing conplete sets upon request.

- Sear chi ng assignnents occasionally involving such characteristics as
incorrect, indefinite, or inconplete information and requiring reference to
gui des, indexes, or other nedia to |locate material s request ed.

-Searching through current and old files to establish continuous records
when such files are volum nous and sone judgnment is required to associate
rel ated documents correctly.

The supervisor assigns work in ternms of priority and is available for assist-
ance with unusually difficult searches. The enployee perfornms work independently.

FILE CLERK AS-0305-4:

Positions at this level include the performance of duties of the sane |evel of
difficulty as those outlined bel ow

s
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FILE CLERK AS-0305-4: (cent’d)

-Classifying and cross-referencing material in one or nore technical or
prof essional fields when this requires sufficient famliarity wth term nol ogy
to recogni ze general classes or types as well as constituent parts.

-Classifying and cross-referencing by subject matter difficult naterial
of a nontechnical nature, such as reports, nenoranda, and correspondence of
a policy nature that relate to or affect many activities in which the classifier
must recogni ze the extent of the necessity for subject matter cross-refer-
enci ng.

-Cl assifying, cross-referencing, protecting, and searching security
classified material with responsibility for releasing it only to authorized
offices or individuals when classifying, cross-referencing, filing, and search-
Ing requires the exercise of judgnent in a conplex filing system The incunbent
must possess a knowl edge of the organizational structure, work assignnents, and
the relationship anong operating units in order to determ ne what material can
be released to what offices.

-Perform ng unusually difficult special searching for records when
the searcher is required to apply a knowl edge and understandi ng of the conplete
file systemor a classification and cross-referencing system the searcher is
required to apply a know edge of the kinds of files maintained in various
operating units and of the flow of work and general functions of the organization
that the files serve; and initiative and judgnment are required in selecting
possi bl e places to search and in planning the sequence of the search.

-Segregating, screening, selecting, and assenbling file and record materi al
for destruction or transfer to records depository when instructions, procedures,
and precedents are specific as to the types of files, records, or docunents to
be selected, but do not precisely identify the specific papers or docunents.

Wrk is perfornmed under the general direction of the supervisor, who provides

i nstructions for new or unusually difficult assignments. The incunbent proceeds
w th day-to-day assignnents wthout frequent reference to the supervisor.
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DoD NAF ADM NI STRATI VE SUPPCRT
JOB- GRADI NG STANDARD
FREI GHT RATE ASSI STANT AS-2131-0

FREI GHT RATE ASSI STANT AS-2131-5:

At this level, the enployee perforns up to three of the duties |isted bel ow

-Revi ews stock catalogs to ensure that classification lists for freight
that noves regularly in commercial channels are appropriate; reviews anmendnents
to lists of stock itens to select and include additional itens described in
classification publications issued by the carrier; renoves fromthe stock
catal ogs those itens that are no |onger shipped, and otherw se keeps this
information current; secures required or additional information necessary for
the identification and classification of freight through reference to materi al
such as contracts, specifications, and simlar sources within the office.

-Prepares bills of lading and determnes the freight classification descrip-
tions for a variety of commodities within a commodity group by conparing with
simlar, easily accessible information.

-Maintains file with transportation data on all itens for which the activity
has designated supply responsibility, including the stock nunber, nonenclature,

freight code item nunber, l|less than carload (LCL) and truckload rating, and
description as described in applicable tariff.

-Maintains tariff files, special quotations, publications, billing guides,
or simlar freight classification, rating, and routing guides; codes, classifies,
cross-references, files and locates, and refiles this material.

-Conpi |l es data concerning carload, truckload, LCL and |ess than carl oad
classification ratings and size and use of carrier's equi pment order ed.

- Assenbl es and organizes material or billing and shipping guides to be issued.
-Perforns elenmentary rating, routing, and classification duties.

FREI GHT RATE ASSI STANT AS-2131-6:

At this level, the enployee perforns four or nore duties listed at the AS-5
| evel .
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
GENERAL CLERK AS-0301-0O

CHARACTERI STI C TYPES OF CLERI CAL WORK

This standard is based on the concept that clerks nmay perform one of two
different kinds of work. In this guide, these two types of work are defined
as procedural clerical work and substantive clerical work.

Procedural clerical work is that in which the clerk is not directly concerned
with the subject matter of the transaction; that is, the clerk is not responsible
for determning the what or why of the transaction but rather ensures that the
procedures for processing the transaction are foll owed. In doing this, the

clerk applies a series of prescribed procedures or steps. For exanple, the
filing, coding, or routing of docunents for an organization is perforned by

i dentifying the nature of the docunent (name, organization, or stated subject
matter) and determning the disposition of the docunent by reference to a
specific set of regulations or guidelines (a filing manual or a routing guide)

t hat expl ains how the docunment is to be handl ed.

Substantive clerical work is that in which the clerk is concerned with the
subject (or the what and why) of the transaction. Clerks performng such work
primarily ensure proper procedures have been followed. For exanple, the pro-
cessing of a. voucher may require that the clerk determne the nature of the
financial transaction by reference to contracts and general policies to determne
whet her the voucher is properly prepared in terms of |egal requirenents and

whet her or not paynent of the voucher should be made. The clerk, therefore. is
concerned with the substance contained in the docunent and may have only a
secondary concern for the procedures by which the docunent is processed.

This standard recogni zes this concept in the grade |evels of the positions.
Procedural clerical work is found primarily at grades AS-1, AS-2, and AS-3.
Substantive clerical work spans the grade |levels AS-3, AS-4, and AS-5. G ade
AS-3, therefore, contains two basic types of positions--one of which is the

hi ghest |evel of procedural clerical work and the other, the |owest |evel of
substantive clerical work.

GENERAL CLERK AS-0301-1:

JOB ORI ENTATI ON REQUI REMENTS:

The training or on-the-job devel opnent required is alnost negligible and is
usually limted to an explanation of the clerical steps, and their sequence,
that constitute the position. The instruction may take fromless than an
hour to several days. Full performance under the usual kind and degree of

supervisory control is expected after only a few days of on-the-job practice
and trainning.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Only a few guides or instructions are applicable to the work. The gui des
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GENERAL CLERK AS-0301-1: (cent’ d)

and precedents used are conpletely detailed and specific to the work and are
al ways available. Their applicability is obvious.

SUBJECT MATTER AND PROCEDURAL KNOANEDCGE REQUI RED:

No subject matter know edge is required beyond that included in the guides and
instructions . Knowl edge of required procedures is limted by the sinplicity
and restricted variety of clerical procedures that constitute the work.

ASSI GNVENT  COVPLEXI Tl ES:

Work consists of one or two clerical steps repetitively perfornmed in the sane
sequence.

JUDGMVENT REQUI REMENTS:

No judgnment of any significance is involved. Situations nmay entail choices of
no consequence or significance or choices to satisfy the personal desires or
conveni ence of the enpl oyee.

GENERAL CLERK AS-0301-2:

JOB ORI ENTATI ON REQUI REMENTS:

The training or on-the-job devel opnent is generally Iimted to detail ed

i nstruction on the work to be perforned, the guides to be foll owed, and

the sequence of the work. This training generally requires from several days
to a few weeks after which an enployee is nornmally capable of full performnce
of the work under the usual degree and kind of supervisory control.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Numer ous procedural guides in the formof manuals and witten and oral instruc-
tions are applicable. (Exanple: How to code and file docunments in an exten-
sive al phabetical file having specialized instructions for coding and filing
many types of nanmes and persons.) The guides and precedents used are

detail ed and specific to all aspects of the work, are always avail abl e,

and present no unusual problens in determning their applicability.

SUBJECT MATTER AND PROCEDURAL KNOANEDCGE REQUI RED:

Except for sone understanding of the term nology used in the organization
served, no subject matter know edge is required beyond that included
in the guides and instructions. Know edge of required procedures is limted.

ASSI GNVENT  COVPLEXI Tl ES:

Typi cal assignments consist of several clerical steps usually repetitively
performed in a prescribed sequence or, when the sequence varies, ordered by
clearly applicable instructions.
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GENERAL CLERK AS-0301-2:  (cent’d)

JUDGMVENT REQUI REMENTS:

The use of judgnment is limted to such things as choosing for each individual
case or assignment the proper procedural guide, instruction, manual, and
regul ati on from anong those the enpl oyee uses.

GENERAL CLERK AS-0301-3:

JOB ORI ENTATI ON REQUI REMENTS:

The training or on-the-job devel opnent involves detailed instruction on the
work to be perforned, the guides to be followed, and the sequence of the
various steps and tasks. The anobunt and conplexity of the material to be

| earned is sufficiently extensive that an enpl oyee w thout prior specialized
training or experience is normally in a learner or limted perfornmance status
for a period ranging from several weeks to a few nonths, after which the

enpl oyee is normally capable of full performance of the work under the usual
degree and ki nd of supervisory control.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

-A large nunber of procedural guides in the form of manuals and witten and
oral instructions are applicable. The guides and precedents used are specific,
directly applicable to the work, and always avail abl e, but because of their Stk

vol une and nature, present sone problens in selecting the applicable guide or
precedent.

CR

-A few or limted nunmber of substantive guides, instructions, regulations,
manual s, and precedents, are applied. (Exanpl es:  The guides, instruc-

tions , regulations, and decisions, that apply to the exam nation of vouchers

for unconplicated purchase transactions under either an informal or a sinple

bi d and acceptance procedure). The guides and precedents cover substantive
matters and tend to be in the formof rules, principles, and precedents appli-
cable to problens that are clearly within the coverage of the guides. This

usual ly requires sone adaptation and interpretation of the guides. Considerable
search may be necessary to |locate the guide applicable to a specific substantive
problem  Problens in deciding anong several applicable precedents or guides may

arise, and procedural guides may be used.
SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

- Subj ect matter know edge beyond that included in the guides and instruc-
tions is limted to understanding the term nology used in the organization and
sone famliarity with the work done in related organi zati onal segnents.

Knowl edge of clerical procedures is extensive.

CR

-1 nvol ves a body of know edge simlar in kind or type but significantly |ess
extensive than that required and outlined at the AS-4 |evel.
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GENERAL CLERK AS-0301-3: (cent’d)
ASSI GNVENT COVPLEXI Tl ES:

-Work consists of noderately conpl ex assignments requiring numerous procedural
clerical steps, the nature or order of which may vary to a significant degree
from one assignment to another in accordance with instructions.

OR

-Work consists of a few substantive types of narrow assignnents, each requiring
several clerical steps that may vary in nature and sequence on the basis of the
requi renents and characteristics of each individual case or work item ( Exanpl e:
The exam ning of vouchers for sinple purchase transactions when this requires
several steps involving conmparing, conputing, and applying regulations. The
exam ning work may or may not require, for each voucher, the drafting of cor-
respondence that may be addressed to any of several persons, that may ask

or transmt any of a variety of data, and which nmay becone necessary at any
of several stages in the exam nation of each voucher.)

JUDGMVENT  REQUI REMENTS:

-The use of judgnment is limted to choosing the appropriate instruction

for application in each individual case or assignnent fromanong a | arge
nunber of guides and instructions and to recogni zing problens requiring
referral to others because the available instructions, regulations, manuals,
and procedures are not applicable.

CR

-The use of judgnment is required in selecting and applying a |limted nunber
of substantive guides, general principles, or general rules. Situations may
al so involve the selections as described in the precedi ng paragraph.

GENERAL CLERK AS-301-4:
JOB ORI ENTATI ON REQUI REMENTS:

The work to be perforned is of such difficulty, variety, or conplexity and
requi res know edge of such an extensive and conpl ex body of guides, instruc
tions and subject matter knowl edge as to require a total on-the-job training,
experience, or devel opnent period that ranges in tine fromseveral nonths to
approxi mately 1 year before the enployee has encountered the full cycle of
operation at |east once or has dealt with a sufficient proportion of the total

possi bl e variety of cases to performunder the usual degree and kind of super-
visory control.

AVAI LABLE GUI DELI NES AND. | NSTRUCTI ONS:

Nuner ous gui des, instructions, regulations, manuals, and precedents are applied.
(Example:  The policies, procedures, and regulations applicable in the exam nation
of vouchers for reinbursenent and precedents cover substantive matters and tend

to be in the formof rules, principles, and precedents applicable to problens

that are clearly within the coverage of the guide, but which require some
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CGENERAL CLERK AS-0301-4: (cent’ d)

adaptation and interpretation of the guides. Extensive searching may be
necessary to |locate the guides applicable to a specific substantive problem
This grade level is characterized by significant problens in deciding anong.

several applicable precedents or guides.) Procedural problens may al so arise
that are not covered by a specific guide.

Subj ect matter know edges are substantive in nature (of a body of know edge;

of an academ c area; of the organization’s progranms and operations; or of a
body of principles and concepts) and are in addition to the know edge of
procedures “(rules, guides, and instructions) typical of the |ower grade |evels.
(Exanple:  The body of know edge of the organization and of its activities ‘and
operations and, in addition, the know edge of the file manual that is used to
classify material for file in a central correspondence file at division or
headquarters |evel.)

ASSI GNVENT  COVPLEXI Tl ES:

Work consists of a series of nunerous procedural and substantive steps that
vary in nature and sequence because of the variations in the particular
characteristics of each case or transaction.

JUDGMVENT REQUI REMENTS:

Judgment is used in choosing and selecting not only fromanong a very |arge
nunber of procedural guides but also from nunerous substantive guides; in
maki ng clerical decisions of a substantive nature requiring selecting the
best froma group of prescribed alternatives; and in recognizing for referral
to others problenms not covered by the available guides.

GENERAL CLERK AS-0301-5:
JOB ORI ENTATI ON REQUI REMENTS:

The work to be perforned is of sufficient conplexity, variety, and difficulty
and requires extensive knowl edge of such a large and conpl ex body of guides,
instructions , and subject matter know edge that a period of on-the-job experi-
ence, training, or developnment ranging from many nonths to approximately 1
year is required in addition to the training required at the AS-4 |evel.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Extensive guides in the formof instructions,- regulations, manuals, and pre-
cedents are applied. The guides and precedents for substantive matters

are in the form of regulations, policies, and procedures that are not
specific and detailed and, therefore, require considerable interpretation
and adaptation. A significant proportion of substantive problens may

i nvol ve such sufficient difference from established guides that some work
may involve the preparation of recommendations for action. Extensive
searches may be necessary to |ocate existing guides or to verify that no
gui de or precedent is available.
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GENERAL CLERK AS-0301-5:  (cent’d)
SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

The body of subject matter know edge applied is simlar in nature to that
described at the AS-4 level but is significantly nore extensive and conpl ex.

ASSI GNMVENT  COVPLEXI Tl ES:

Work consists of conplex, substantive clerical transactions that involve
w dely varying procedures and steps performed in any of a wide variety of
sequences.  The nature and variety of assignnents is such that the determina-

tion of what steps and procedures are necessary and the sequence of their
performance is a mgjor factor in the work.

JUDGVENT REQUI REMENTS:

Judgnent is exercised in determining alternatives fromanong a very |arge nunber
of substantive guides; in recognizing possible alternative actions when these

are not prescribed or readily apparent; in selecting or devising the procedural
steps necessary in solving substantive clerical processes; and in recognizing

and referring to others those problens that require other than clerical deci-
sions or actions.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
| NSURANCE AND CLAI M5 CLERK AS-0998-0

| NSURANCE AND CLAI M5 CLERK AS-0998-4:
NATURE AND VARI ETY OF WORK:

An Insurance and Clains Clerk at this grade |level perforns a variety of func-
tions , including processing insurance and clai mactions and enpl oyee insurance
files. The assignnents are primarily concerned with the procedural aspects of
| nsurance and cl ai ms- processing transactions. This involves obtaining and
checking for the presence of necessary documents in proper sequence. Assign-
ments al so involve contacting appropriate sources within the organization to
secure mssing data or docunents.

To a limted extent, sone substantive processing is involved in assignnments at
this level. This involves checking a few itens of information for conformance
to applicable policies and regulations (for exanple, determning that those who
have signed to authorize the action do in fact have this authority; determ ning
that the regulation cited as authority for the action is the proper one).

Typical duties are as follows:

- Recei ving and posting insurance data and information pertaining to in-
di vi dual insurance accounts,

-Preparing and typing applications, waivers, renewals, amendnments, and
rel ated docunents required by the insurance policies.

-1ssuing insurance certificates and checks, identification cards, and
panphl ets pertaining to various benefits and coverages.

-Revi ewm ng enpl oyee fidelity bond applications and personnel actions to
ensure correctness, obtaining omtted information, and forwarding conpl eted
forms and documents to insurance conpanies, officials, and enpl oyees.

-Maintaining files of correspondence and insurance records, and posting
changes as required.

-Preparing correspondence to managenent officials, individuals, and in-
surance conpanies to resolve problens and om ssions (for exanple, questions of
eligibility, enrollnment, and changes in coverage and term nations).

-Researching files for data used in replies to inquiries and past actions.
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| NSURANCE AND CLAI M5 CLERK AS-0998-4:  (cent’ d)
NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

Work 1 nvolving procedural matters is routinely subject to a general adm nistra-
tive and technical review. Any assignments dealing with substantive clerical
matters receive close technical review.  Supervision over the position is
normal |y exercised by a higher-grade Insurance Cains Cerk, Cains Exam ner, or

| nsurance Specialist who makes assignnents or controls the flow of work; provides
I nstructions and gui dance on work operations not covered by detailed witten or

oral instructions and procedures; and explains new procedures and changes in
wor k met hods.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Explicit guidelines are available for procedural work, such as standard office
procedures and other witten instructions. These depict a range of commonly
occurring transactions and explain the use of various forns, records, and
reports. Witten guides in the formof regulations or policy statenents are
avai l able for any substantive work. In addition, either a higher-grade clerk
or the supervisor is readily available to provide gui dance whenever needed.

SUBJECT MATTER AND PROCEDURAL KNOANEDCGE REQUI RED:

Subj ect matter know edge beyond that included in the guides and instructions
is limted to a basic understanding of the insurance and clains function to
whi ch assigned and sonme famliarity with the work done within other segnents
of the entire insurance and clains organi zation.

| NSURANCE AND CLAI M5 CLERK AS-0998- 5:
NATURE AND VARI ETY OF WORK:

Positions at this level require subject matter or substantive know edge of the
i nsurance and clains functions, such as records and files procedures, involving
specialized termnol ogy and an understandi ng of detailed and specific instruc-

tions to be followed in the applicable clerical processing of insurance records
and cl ai ns.

The clerk is required to make several inportant decisions pertaining to what
action is required, what information and which docunents are necessary to
process the action, and how the action should be processed. In determning
what action should be taken, the clerk nust interpret correspondence from
managenment officials, insurance conpanies, comrercial conpanies, or in-

di vi dual s. In determning the necessary docunentation or information for

act ion. the clerk nust bear in mnd the requirenents of managenent and ot her
conpani es for taking such actions. |In determining how to process the action,
the clerk nmust consider the governing legal requirenents and the-effect of the
action on the status of the beneficiary. The clerk nust have a good working
know edge of the types of clains actions and the legal and regul atory require-
ments for each type of action.
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| NSURANCE AND CLAIMS CLERK AS-0998-5:;
Typi cal duties are as foll ows:

-Revi ew ng and classifying clainms based on application of provisions of
I nsurance contracts to facts and information contained in purchase orders,
i nvoi ces, and other source docunents; and assenbling and preparing clains
files for processing to insurance conpanies with proof-of-loss forns for
payment .

-Establishing and maintaining files and |ogs indicating type of |oss, for

exanpl e, parcel post, air freight, governnent vessel; amunt to be paid; and
amount actually collected fromthe insurer.

- Mai nt ai ni ng suspense files for receipt of final claimdocunments, investi-
gative reports, tracer correspondence, and other information.

- Consolidating insurance and clains information and preparing reports in-

cluding activity reports, reports of clains submtted and paynents made, and
reports of clains opened and cl osed each nont h.

NATURE AND VARI ETY OF WORK:

-Preparing and submtting tracer correspondence for additional information or

evi dence, letters transmtting notices of clainms paid or to be paid, and
cl ai n8 acknow edgenent forns to insurance conpanies.

NATURE OF SUPERVI SORY CONTRCL EXERCI SED OVER THE WORK:

Substantive work is subject to admnistrative and technical review, which
generally includes at |east periodic spot-checks on a daily basis to ensure
observance of instructions. The incunbent usually works under the general
supervi sion of a higher-grade Insurance and Clainms Cerk, Cains Examner, or
| nsurance Specialist who nakes assignnments on a day-to-day basis or controls
work on a day-to-day or continuing basis. The supervisor is available for
gui dance and advice on problens not covered by instructions. Conpleted
assignnments are reviewed for adherence to instructions and acceptability.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Enpl oyees at this level are expected to possess a nore intensive know edge of
the contents of avail able guides and source material in order to execute their
assignments with a mninmumof reference to the guides. Insurance and d ains
Clerks at this |evel make extensive searches of guidelines and source materi al
i n determ ning whether or not a special or unusual situation is covered by
established policies, regulations, or precedents or whether the situation
should be referred to supervisory or technical personnel for decision.

SUBJECT AND MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

Subj ect matter know edges are substantive in nature (for exanple of a body

of know edge; of the organization's prograns and operations; or of a body of
principles and concepts) and are in addition to the know edge of procedures
typi cal of the | ower-grade positions.
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| NSURANCE AND CLAIMS CLERK AS-0998-6 :
NATURE AND VARI ETY OF WORK:

Assignnents at this level are primarily concerned with substantive clerical
aspects of insurance and clains admnistrative functions. | ncunbents are
responsi bl e for independently performng the full range of functions that

i nclude a significant portion of those of an unusually conplicated nature

wi thin one of the major areas of insurance. This involves a w de variety of
transactions that present many possible alternative courses of action. A

t horough and conprehensive know edge is required of the guidelines which
provide the basis for clerical assignments in order to independently conplete
the clerical processing of unusual actions. This, in addition to a good know
| edge and famliarity with precedent cases or situations, is necessary in
order to acconplish independent conpletion of nonroutine, difficult clerical
wor kK processes.

Typical duties at this grade level are as foll ows:

- Acconpl i shing assignnments that are of sufficient variety over a period
of tinme to require the cyclical or non-cyclical application of several bodies
of different instructions and procedures in carrying through processes and
operations in the conpletion of assignnents.

-Reviewi ng the nore conpl ex work acconplished by clerks at |ower grade
| evel s for correctness and conpl et eness of information and processing.

- Conposi ng correspondence invol ving an explanation of the status of the
i nsured’ s account, an explanation of all conputations made in cal cul ating pay-
ments and fees, and the application of appropriate and applicable regul ations.

- Processing conplete clainms cases, making decisions on subjects such as
met hods for paynents of premunms, uncollectable remttances, |apses and rein-
statements of policies and riders, and reductions and increases in anmounts of
| nsur ance.

NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

Wrk is perfornmed subject to general adm nistrative review. Technical review
consi sts of occasional cursory spot-checks of conpleted actions. The incum
bent is judged primarily on ability to conplete the work pronptly and to

| ndependently solve unusual and difficult problens.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

| nsurance and Clains Clerks at this level nust have a good know edge of pre-
cedent actions and of less frequently used policies and regulations as reflect-
ed in their ability to take proper action on difficult transactions. In addi-
tion, they nust be famliar with the work of the entire work unit.

SUBJECT MATTER AND PROCEDURAL KNONEDCGE REQUI RED:

The body of subject matter know edge applied is simlar in nature to that at
the AS-5 level but is nore extensive and conplex. A know edge and under st andi ng
of the subject matter involved enables the incunbent to understand and use the
technical termnology involved in insurance and clai nms work.
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| NSURANCE AND CLAIMS CLERK AS-0998-7:
NATURE AND VARI ETY OF WORK:

At this grade |level, positions involve work (perforned individually or with

t he assistance of one or two clerks) that presents nunerous alternative
courses of action, such as would exist in performing a full range of clerical
functions in two or nore of the major areas of insurance and clains. In
addition to the clerical assignnents, there is also a secondary assignnent to
provide limted assistance to one or nore Insurance Specialists, Cains Exam -

ners, or to a supervisor. Such assignnments are related to a nmuch broader area
of work than the clerical work.

The clerk at this level is concerned with the nmore difficult and novel assign-

ments. Assigned cases involve confused or mssing records or cases that contain
an excessive anount of detail.

Typical duties at this grade |evel are as follows:

-Processing and controlling conplex and sensitive clains actions (for
exanpl e, di shonored checks and pecuniary liability clains).

-Determ ning various sources fromwhich to receive information required
to process clains and initiate tracer correspondence.

-Initiating and followi ng up on correspondence demandi ng rei nbur senent
and deci di ng which of several approaches will bring the best results.

-Contacting retail credit sources and obtaining specific information
pertaining to individual s agai nst whom managenent has a claim

- Requesting deduction frompay of active mlitary or retired mlitary
personnel agai nst whom nmanagenent has a claim

- Segregating and recomendi ng to supervisor clains that should be for-
warded to legal representatives or clains examners for possible litigation
and preparing a brief history of each case and all pertinent information
required for litigation actions.

NATURE OF SUPERVI SORY CONTRCOL EXERCI SED OVER THE WORK:

There is virtually no technical review of procedural assignnents, but there is
general review of substantive clerical assignnents that are nonroutine. However,
when assi stance to |Insurance Specialists, Cainms Exam ners, or the supervisor is
provided, the work is spot-checked closely by the supervisor.
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| NSURANCE AND CLAI M5 CLERK AS-0998-7: (cent’d)

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The Insurance and Cains Cerk nust have a conprehensive know edge of precedent
actions and pertinent rules and regulations. Admnistrative decisions are nmade
pertaining to actions to be taken on very difficult transactions by applying

sound judgnent and broad knowl edge of all phases of insurance and clains
functions.

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

The body of subject matter know edge required is extensive and conplex in
nature as it relates to all functions of insurance and claims. Famliarity
wth work done in the different work units is needed as the Insurance and
Cainms Cerk frequently assists Insurance Specialists and C ainms Exam ners
wor ki ng the various specialized functions. This assistance-type work is

limted to technical admnistrative functions only as it relates to the in-
cunbent’s own worKk.
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DoD NAF ADM NI STRATI VE SUPPORT

JOB- GRADI NG STANDARD
KEYPUNCH OPERATOR AS-0356-0

KEYPUNCH OPERATOR AS- 0356- 3:

Positions at this level include the performance of keypunch work of the

difficulty and responsibility described bel ow and may al so include the per-
formance of clerical work classified at this or a | ower grade.

Keypunching duties at this |evel involve recording al phabetic or nuneric
data or verifying data previously punched. Positions are classified at this
grade on the basis of skill in the full use of an al phabetic keyboard, and/or
the abilities required to perform punching duties, that involve a nunber of
documents, cards and tapes, and procedures. Al phabetic punching duties at
this grade level range in difficulty fromsinple duties requiring the full
use of the al phabetic keyboard to those having the el ements described bel ow.
Nuneric punching duties classifiable at this |level are those having the
characteristics described in the followng material. (Numeric punching

that is substantially sinpler than the work described at this level is
classifiable in grade AS-2.)

Keypunching duties typical of this level are as foll ows:

- The punching procedures applied are readily available and prescribe in
detail the particular itens to be punched; the location and identification of
the item on the docunent; the specific instructions for punching each item
the specific action to be taken when data are mssing or are in any way not
as described in the instruction;, and all other simlar matters required in
t he punching and verifying of the data.

- The punching procedures are of limted conplexity but are sufficiently
nunmerous that the operator does not continuously follow the sanme or simlar
pattern in type of item punched or location of itemon the source docunent
as, for exanple, the procedures applied in approximtely 15 different kinds
of reports or punching jobs involving typically punching from one docunent.

- The docunents may be preceded or the work may require the performance,
either prior to or sinultaneously with the punching operation, of coding
duties that do not exceed the AS-3 level of difficulty and responsibility.

- The docunents from which data are punched are usually in standard form
itens to be punched are located in punching order; instances of m splaced
information are relatively infrequent, easily recognizable, and readily | ocated

el sewhere on the docunment; and erroneous information is clearly apparent and
of infrequent occurrence.

-The work usual ly includes responsibility for recognizing clearly apparent
coding errors and for correcting such errors when the duties involved do not

exceed coding duties characteristic of the AS-3 level in difficulty or responsi-
bility.
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KEYPUNCH OPERATOR AS- 0356-3: (cent’ d)

-The work may include the punching of programcards and tapes suitable for
use in punching jobs characteristic of the AS-3 |level in accordance with specific
procedures.

-Cases involving erroneous itens or codes, mssing information, or any
deviation fromroutine practice for which specific provision is not nade in
applicable procedures are referred to the supervisor.

KEYPUNCH OPERATOR AS-0356- 4:

Positions at this Ievel include performance of either keypunch and veri -

fier work of the difficulty and responsibility described in the foll ow ng
paragraphs, or clerical work classifiable at this grade |evel and al so key-
punch work of the difficulty and responsibility described either in the follow

ing paragraphs or at a |ower grade. Keypunch Qperator AS-4 positions may
al so include other clerical work classifiable at a | ower grade.

Keypunch Operator duties typical of this |level involve recording and/ or
verifying data when the work requires (1) the application of a wide variety
of specific punching procedures, (2) the application of a noderate variety
of nmore general procedures, or (3) the application, in the punching work, of
coding or other clerical know edge and abilities that are classifiable at
the AS-4 |evel.

Keypunching duties are classifiable at this | evel when one or nore of the
followi ng elenents or conbination of elenments occur:

- The docunents are preceded, but punching procedures are numerous and
frequently used (that is, procedures for approximately 50 different reports or
punching jobs occurring in a 6-nonth period). Keypunching duties of this
ki nd necessarily involve a wide variety in the nunber and kind of docunents,
cards and tapes, and itens. Al of these are often different for each report
or punching job. This requires that the Keypunch Operator menorize the es-
sentials of the procedure and instructions applicable to nunerous different
punching jobs and have the ability to make the rapid adjustnents required
by nunmerous variations in type of item punched and the punching order followed
in order to maintain acceptable accuracy and speed.

-The variety of reports or punching jobs is noderate (that is, fewer than
t he nunber described in the paragraph above), but the Keypunch Operator is re-
quired to select the information required; identify and |ocate on the docunent
the items to be punched, or recognize data appearing in other than the pre-
scribed form or designation, or extract the information to be punched from
several locations on the docunents or fromnore than one docunent, or search
for and interpret information to be punched, or to performother simlar
duties classifiable at the AS-4 level; and deternmine the punching. order to
be followed fromthe forminvolved. The necessity for performng duties of
this kind of information may arise because the punching procedures desig-
nate the kind of information to be punched, the source docunents, and the
ki nds of cards and tapes in general rather than specific terns; the docunents
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KEYPUNCH OPERATOR AS- 0356-4 (cent’ d)

are in nonstandard formor a variety of forns and are received from sources
reporting practices that are not subject to control, or other otherw se of
such nature that erroneous, inconplete, msplaced, illegible, or simlar
entries typically occur; or of other simlar conditions.

-The work includes the application of punching procedures that are in
tentative formand are being applied for testing purpose when the Keypunch
Operator is responsible for suggesting changes in the punching order, the
pl acenent of the itemto be punched on the docunent, and simlar matters that
mght facilitate the keypunching operation and the trial procedures involved
are designed for use in keypunching jobs characteristic of the AS-4 |evel.
Performng this type of testing for keypunching jobs characteristic of the

AS-3 level is not classifiable at this Ilevel unless such work is perforned
on a substantially full-time basis.

In addition to the work described in any of the above paragraphs, keypunching

duties at this |level may include the punching of program cards and tapes

appropriate for use in the punching of reports characteristic of the AS-4
| evel .
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
LI BRARY Al D AS-1411-1

DUTI ES AND RESPONSI Bl LI TI ES:

- Fol | owi ng established procedures, charges out books, panphlets, nagazi nes, and
other circulating publications to eligible borrowers; discharges |ibrary ma-
terials on return; keeps records of overdue books and prepares and sends notices
to borrower to return overdue books and publications.

- Shel ves books and nmagazi nes in accordance with al phabetical and nuneri cal
system used in library.

-1s responsible for maintenance of rules concerning use of library during
absence of supervisor, including closing library at required tine.

A v,
R
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
MAI L CLERK AS-0305-0

MAIL CLERK AS-0305-1:

Positions at this |level are characterized by the follow ng:

-The work includes the performance of duties of a routine nature, requiring
the repetitive application of a few specific instructions.

-The guides used are clearly applicable and so limted in nunber that they
are readily nenorized or applied fromoral instructions. Usually included are

such guides as locators, telephone directories, distribution lists, instruc-
ti onal handbooks, or other simlar material.

- Personal work contacts are limted to those nade for the purpose of

replying to inquiries regarding time of mail delivery or other simlar pur-
poses .

-The work is performed in accordance with specific, detailed instructions

so that there is little or no opportunity for the exercise of initiative or
j udgnent .

e ———

-The work is perforned under a nmail supervisor or other enployee who
makes assignments, is available as needed for advice or instruction con-

cerning any matter involved in the work, and reviews the work perforned
to ensure accuracy and conpliance wth instructions.
Assi gnnents include one or nore of the follow ng nmail duties:

-Counting and recording the amount of mail received and dispatched.

-Sorting mail into a few broad obvious categories (for exanple, bulky nuil
or material addressed to specific individuals or organizations.)

-Sorting mail for individuals or organizations specifically indicated in
t he address or designated by enpl oyees in higher-grade positions.

-Separating mail for dispatch by a few such clearly indicated types as
air, special delivery, and first class.

-Checking nmail for the presence of a few indicated enclosures, file

nunbers, signatures , and simlar easily recognized natters; renoving file
copies; and affixing postage where the anount is predeterm ned.
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MAI L CLERK AS-0305-2:
Positions at this level are characterized by the foll ow ng:

-The work includes the performance of duties of a routine nature requiring
the application of a limted variety of specifically applicable postal or adm n-
i strative regulations and the use of a sinple sorting system

-The guides may include, in addition to those described at the next |ower
| evel, charts or manual s showi ng the basic functions and organi zation of
several operating units of the organization, postal zone and rate charts, or
other material that is readily avail able.

- Person-t o- person work relationships normally include such contacts as
those made to furnish, fromreadily available sources, factual data concerning
mai | (for exanple, status, location, or distribution of conmunications).

-The regul ations, procedures, and instructions governing the performance
of the work are typically nore varied “than those described at the next |ower
level. There is little or no ingenuity or judgnent required in the work.

-The work is generally performed under a mail supervisor or other enpl oyee
who makes assignnments, is available as needed for advice or instruction con-

cerning any matter involved in the work, and reviews the work perforned to ensure

accuracy and conpliance with instructions.
Assi gnnents include one or nore of the follow ng mail duties:

-Sorting incomng nmail for distribution that is addressed in a variety
of ways requiring association of nanes, room nunbers, and/or organizati onal
abbreviations .

-Readi ng and routing mail when this requires a knowl edge of the basic
organi zation and functions of several operating units.

-Recording registered or insured mail, valuables received in mail, or
ot her designated materials received for reference or control purposes.

-Maintaining a directory or locator file system by nane, room telephone
nunber, or forwarding address.

-l nspecting outgoing mail for conplete addressing, sealing, and typing to
wi t hstand normal handling and sorting such nmail for city post office and
inter- and intradivision deliveries.

-Sorting outgoing nmail for a substantial nunber of field offices when
comuni cati ons are addressed only by code nunbers.
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MAI L CLERK AS-0305- 3:
Positions at this |evel are characterized by the foll ow ng:

-The work typically includes the performance of mail duties requiring
the exercise of some initiative and judgnent in the application of a variety
of pertinent regulations, procedures, and instructions; knowledge of the

basi ¢ organi zations, functions, and flow of work of the operating units served;
and know edge of postal regulations applicable to various types of nail.

-@ui des include such material as witten or oral instructions concerning
met hods of performng the work, postal regulations, rate and zone charges and
manual s defining procedures for the handling of security classified materials.
These guides are readily available and are, in nost cases, clearly applicable
to the work involved. However, the work requires the exercise of sone judgnent
In recognizing and referring to the supervisor such matters as deviations from
establ i shed procedures and nmatters not covered in procedures or instructions.

-Personal work contacts include those made to explain or furnish inform-
tion concerning pertinent postal regulations, procedures or to deliver mail
contai ning checks or other valuables.

-The work is characterized by responsibility for making routine decisions
i n conpliance with established procedures and pertinent regulations. The
enpl oyee refers to the supervisor for approval prior to action.

- Supervi sory control over positions at this level is exercised by a mail
supervi sor or other qualified enployee who assigns work, gives instruction on
matters involving deviations from established nethods or procedures, and
spot -checks the work perfornmed for accuracy, adequacy, and conpliance wth
establ i shed nmet hods, procedures, and instructions.

Assignnments normally include one or nore of the follow ng job duties:

-Reading and routing mail by general subject matter content when there
are sone problens in routing because the functions of sone units are closely

related, very simlar, or otherwise difficult to distinguish for mail routing
pur poses.

-Cccasionally reading and routing mail by detailed subject matter content

to a smaller nunber of points when this requires a limted know edge of tech-
nical or specialized term nol ogy.
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MAI L CLERK AS-0305-3: (cent’d)

- Readi ng and checki ng outgoing mail for conpl eteness, readiness for dis-
patch, and conformty to a substantial nunber of adm nistrative instructions
and to any applicable postal regulations.

-Receiving, inspecting, packaging, addressing, and selecting the appropriate
mode of transportation in accordance with specific detailed instructions.

MAI L CLERK AS-0305-4:
Positions at this |level are characterized by the follow ng:

-The work normally includes the performance of mail duties requiring the
exercise of initiative and judgnent in the application of a substantial nunber
of pertinent regul ations, procedures, and instructions; and know edge of the
organi zational structure, work assignnments and of the flow of work and rel a-
tionshi ps anmong operating units.

-@uidelines that are applicable are nore nunerous and detail ed than those
characteristic of the AS-3 |evel. In addition, the work at this level includes
matters invol ving deviations fromor revision of established procedures and the
use of regulations or procedures described in general ternms. Thus, there is
need for resourceful ness and judgnent in determning the applicability of guides
of a general nature.

- Personal work contacts are nade with persons within the various organiza-
tional units for such purposes as furnishing factual information concerning nail
operations, regulations, or procedures and securing or furnishing information on
the current |ocation or status of specific conmmunications.

-Those decisions that are nmade on a routine basis, in accordance with
est abl i shed procedures and regul ations, concern nmatters that involve a nunber
of related subjects. In addition, the work includes determ ning whether
est abl i shed procedures and regul ations are applicable to new or unusual
matters or whet her such cases should be referred to the supervisor.

- Supervi sory control over the work is exercised by a mail supervisor or
other qualified enpl oyee who assigns work, provides advice, as requested, on
matters invol ving possible deviation from established policy or procedures,

and makes occasi onal spot-checks of work performed for conpliance with proce-
dures.

Assignnments usually include one or nore of the followng mail duties:

-Readi ng and routing mail by general and detailed subject matter content
to a large nunber of points when there are problens in routing because the
functions of the units involved are closely related, very simlar, or otherw se
difficult to distinguish for mail-routing purposes.

-Readi ng and routing mail by general subject matter content to a substanti al
nunber of points when this ‘requires know edge of technical or specialized
t erm nol ogy.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
MANAGEMENT ASSI STANT AS-0344-0

MANAGEMENT ASSI STANT AS- 0344- 5:
NATURE AND COMPLEXITY OF ASSI GNMENTS:

AS-5 Managenent Assistant positions are designated to devel op the know edge
and skills required to performwork that includes a range of procedural tasks
supporting AS-6 and AS-7 Managenent Assistants or includes substantive manage-

ment technical work supporting AS-7 Managenent Assistant or UA Managenent
Anal yst s.

Typical of the tasks assigned, under the conditions and controls as described
for this level, are the follow ng:

-Gathers facts on routine reports. Extracts data from prescribed
sources. Notes errors (for exanple, inproper reporting intervals, incorrect
reporting synbols, or missing information). Conpiles and presents results in

prescri bed manner of reporting (for exanple, columar, tabular or graphic form
to higher-grade enpl oyees.

-Reports on the supplies and equi pnment used and man hours consuned in
processing comunications. Searches through files and other reference material, ==&
organi zes and presents factual information. Studies flow of conmunications to
determne time consunmed fromorigination to rel ease and conpliance with
est abl i shed procedures regardi ng preparation, nunber of copies, distribution,
and organizational synbols used for routing.

- Makes wor kfl ow studies confined to a segnent of the operation, prepares
reports, and assists higher-grade Managenent Assi stants.

SUPERVI SORY CONTRCLS:

AS-5 Managenent Assistants perform work under detailed supervision with

gui dance from seni or enployees who nonitor their day-to-day activities. These
enpl oyees do not interpret guidelines or choose between various options. The
work is reviewed in detail.

MANAGEMENT ASSI STANT AS- 0344- 6:
NATURE AND COWPLEXI TY OF ASSI GNMVENTS:

AS-6 assignnents unlike the AS-5 devel opnental assignnments, are nondevelop-
mental in nature and are nmade on an individual basis when neasurabl e substantive
managenment assistant work is assigned or involve the broadest possible range

of procedural tasks while supporting senior assistants or anal ysts. Persona
contacts at this level include organizational officials in order to gather

i nformation and dat a.

Typi cal of the tasks assigned under the conditions and controls as described
for this level are the follow ng:
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MANAGEMENT ASSI STANT AS-0344-6: (cent’d)

-Designs fornms in accordance with standards prescribing |ogical sequence
of entries, grouping of related data, adequate spacing, identification, in-
structions for use, basic itens covered, and size and |line spacing for naking

entries by office machines. Normally works froma rough sketch of the pro-
posed form

- St udi es various new but unconplicated nmachi nes or equi pnent (for exanple,
duplicators or photocopiers), being utilized in a specific functional area and
recommends use of the nost efficient and econom cal equi pnent from anong those
al ready available to perform the work.

-Reviews reports of records disposition. Notes deviations from established
schedul e and submts report.

SUPERVI SORY CONTROLS:

AS-6 Managenment Assistants perform under general supervision and participate in
assi gned work with higher-grade enpl oyees who provi de day-to-day gui dance.

The procedural work is not subject to critical review Wrk of a substantive
nature i s spot-checked upon conpl etion, when higher-grade enployees and
supervisors are available for assistance. (@uidelines are available and are
explicit and applicable to specific assignnents.

Pl MANAGEMENT ASSI STANT AS-0344-7:
NATURE AND COVPLEXI TY OF ASSI GNMVENTS:

AS-7 assignnments are nmade on an individual basis, with each constituting a
discrete task (for exanple, designing or redesigning a formused for one

pur pose or checking work reports agai nst standards and noting di screpancies).
Assignnments normally involve one activity or a few nearly identical ones.

Personal contacts involve requesting and providing factual information. These
contacts extend beyond the enploying unit to the operating activities served.

Typi cal of the tasks assigned, under the conditions and controls as described
for this level, are the follow ng:

- Revi ews directives to determ ne conpliance with established format;
whet her instructions for pen-and-ink changes are clear; proper use of subject
classification synbols; and whether directives are still in effect.

-Col l ects data pertaining to space and location requirenents. Mkes site
studi es and devel ops | ayout and workfl| ow sket ches.

- Conducts nethods or procedures studies to gather information and to
recommend correction of a specific problemin a single organizational unit,
such as a small typing pool.
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MANAGEMENT ASSI STANT AS- 0344-7: (cent’ d)
SUPERVI SORY CONTROLS:

AS-7 Managenent Assistants receive instructions that cover the scope of the
assi gnnent and the procedures to be followed. Advice and gui dance are
readily available during the course of assignments. The work is reviewed for
conpliance with instructions and the degree of adherence to regul ations,
procedures, manuals, and precedents. (Quidelines are available in the form
of manuals, regulations, and procedural instructions.
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JOB- GRADI NG STANDARD
OFFI CE MACHI NE OPERATOR AS-0350-0O

OFFI CE MACH NE OPERATOR AS-0350- 2:

This grade |level includes positions that involve operating one or nore of the
sinpler types of office inprinting, duplicating, reproducing, or mscellaneous
machi nes such as those discussed below in performng work ordinarily perforned
on such nachi nes; or, when machine conplexity is not the primary distinguishing
factor, involving the performance of sinple related clerical work. Ofice
machi nes operated at this level are relatively sinple to operate; that is,

they require few adjustnments, and are associated with very routine clerical
t asks.

At this level, the enpl oyee

-operates notor-driven, typewiter-style keyboard graphotype machi nes
i n enbossing plates when the work is limted primarily to enbossing such
information as names and addresses. These operations involve the routine
sel ection of data to be enbossed fromone or two specified lists and the
use of a single style or type of address plate with little or no variation
in the arrangement of old data on the plates. G aphotype operating at this
| evel may al so involve m nor maintenance such as changi ng punches and dies
and oiling the machines, and the maintenance of sinple al phabetical or
nunerical plate files.

-operates hand-fed, notor-driven addressing machines w thout auxiliary
attachnments in inprinting nanes, addresses, anounts, and simlar information
on tags, lists, forns, and other nedia. The hand-feeding of the machine
generally requires relatively low operating speed and few adjustnments and
consequently, involves less operating skill and vigilance than do machi nes
described at the AS-3 level. Addressing machine operating at this |evel may
al so involve m nor maintenance such as oiling, adjusting plate pressure, and

changi ng ribbons on the machine, and the maintenance of sinple al phabeti cal
or nunerical plate files.

-operates hand- or notor-powered stencil or fluid process duplicating
machi nes (for exanple, M neograph, Ditto, and hectograph) in duplicating
| etters, notices, instructions, circulars, fornms, and simlar material.
Tasks include mnor naintenance, such as cleaning and oiling the nachine,
mnor repairs, and the the maintenance of a sinple file of stencils or
mast ers.

-operates transfer posting machines in the process of sinultaneously
transferring data such as names, addresses, account or claim nunbers, dates,
amounts, and simlar information from master sheets (tabul ating machi ne
| i stings and special vouchers) to |edger forns, checks, and simlar nedia.

-operates sinple “sane-size” copying devices (transfer and dry processes)
such as the Verifax, Autostat, Transcopier, Photostat, Instant Copier, Thermofax,
or simlar equipnent in nmaking copies of letters, menoranda, instructions, offset
masters, and simlar material. Tasks may include mnor naintenance when this
is limted primarily to cleaning and oiling of the machines.
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OFFI CE MACHI NE OPERATOR AS- 0350-2: (cent’ d)

-operates automatic, fixed-focus mcrofilm ' machines in mcrofilmng such
docunents as invoices, checks, vouchers, receipts, tax returns, and other
simlar nmaterial. Tasks performed include renoving and cl eaning the gl ass
gui des, replaci ng burned-out bulbs, and keeping machines clean.

-oper at es enbossograph machi nes in making signs and nanes pl ates;
sel ects and arranges type on base plates; sets sign material and letter
material over type, operates press to forminpression of letters on signs;

finishes off sign. Perforns mnor naintenance, such as cleaning and oiling
press.

-operates other relatively sinple office devices, such as envel ope-sealing
machi nes and folding machines. Perforns mnor maintenance, including the clean-
ing and oiling of machines and the making of mnor repairs.

OFFI CE MACH NE OPERATOR AS-0350-3:

This grade level includes positions that involve operating for a substanti al
portion of tinme one or nore of the nore conplex types of office inprinting,
duplicating, reproducing, or mscellaneous machines such ‘as those described
below in performng work typically performed on such machi nes; or, when
machi ne conplexity is not the primary distinguishing factor, involving the
performance of noderately difficult clerical work. I n conparison with AS-2,

of fice machines operated at this level involve greater mechanical conplexity R
(that is, require a greater nunber and variety of adjustnments, present greater
operating problens, require nore constant attention, and involve somewhat nore
mai nt enance and care) and involve nore difficult clerical work than that
associated with office machi ne operations at the AS-2 grade |evel.

At this level, the enpl oyee

-operates a notor-driven, typewiter-style keyboard graphotype machine in
enbossi ng pl ates showi ng nanes, addresses, amounts, identification nunbers,
codes, catalog information, and simlar data. G aphotype operation at this
| evel involves the selection of data froma nunber of different |ists,
schedules, fornms, or simlar material; the use in many cases of several different
types of address plates; and the application of a body of operating procedures,
such as applying a good know edge of witten instructions and rules relative to
sel ecting specific data from source nedia and setting up material. My perform
m nor mai ntenance as at the | ower grade |evel.

-operates an automatic-fed, high-speed addressing nachine or an address-
i ng machi ne equi pped with auxiliary attachnments (such as listers and carbon
paper attachnents) in inprinting names, addreses, nunbers, and other information
on envel opes, cards, fornms, checks, mailing lists, and other media. Addressing

machi ne operation at this level usually involves m nor maintenance as at the
| ower grade |evel.

-operates a small offset duplicating machine (not |arger than the Multilith .
1250 or a machi ne of equivalent size) in duplicating forms, notices, instructions,
contracts, circulars, and other material involving the use of paper nasters.
Performs mnor mai ntenance such as cleaning and oiling machine, adjusting rollers
and changi ng bl ankets. My also maintain files of nasters.
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-operates an automatic or nonautomatic bl ueprint machine im nmaki ng
bl ueprint contact reproductions of drawi ngs, charts, tracings, and other
materials. Tasks include the performance of m nor maintenance and repair,
Duties nmay al so include naintaining blueprint files.

-operates a whiteprint machi ne (Diazo process) in making whiteprint
contact reproductions of draw ngs, charts, graphs, and other materials.
Tasks may al so include performng mnor maintenance, such as cleaning and
oi I ing machi nes and naintaining whiteprint files,

-operates an automati c or nonautomatic photostat machine in making the
same-size, reduced, or enlarged negative or positive copies of docunents,
records, forms, letters, and simlar materials, including faded or colored
originals. Tasks include m xing necessary chem cal solutions, |oading nmachine
wth sensitized paper, and performng mnor maintenance.

-operates an automatic, fixed-focus mcrofilmmachine as described at the
AS-2 grade level and in addition is responsible for review ng and inspecting
exposed and devel oped mcrofilmfor proper targets, blurs, correct nunbering
sequences and indistinct exposures; the cutting out of defective portions; and
the splicing in of rephotographed segnents, using a splicing nmachine.

-operates an electrically driven inserting machine or inserting and seal -
ing machine, which nechanically inserts or stuffs material (forms, cards, and
checks into envelopes and, in the case of inserting and sealing machine,
seal s envelopes). My perform m nor mai ntenance and repair, such as cleaning
and oi ling machi ne and changi ng suction cups.

-operates a Holoid Xerox copying machine, which includes the Xerox canera,
processor, fuser, and toner, to produce individual copie-s of naster or paper
plates for multilith or other offset duplication process. My perform m nor
mai nt enance and nmake mnor repairs to the machi ne as required.

OFFI CE MACH NE OPERATOR AS-0350- 4:

This grade |level includes positions that involve a substantial amount of tine
performng office duplicating and m scel | aneous machi ne-operating duties.
A consi derabl e degree of operating skill and alertness is required due to the

nunber and sensitivity of control adjustments on the equi pnment and the nature
of the work being processed.

At this level, the enpl oyee

-operates an Eastman Microfile or simlar machine in mcrofilmng bound
and unbound material of various sizes, such as newspapers, maps, plans, and
drawi ngs. Performs m nor mai ntenance and may make minor repairs to the machine.

-operates a Differential Spacing Varitypist Michine Mdel J. Typical of
this level are duties that require the application of less than the full range
of Varitypist know edges,. nethods, techniques, and practices and the exercise
of limted judgnent in planning and | ayout of copy. Wrk of this kind is
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OFFI CE MACHI NE OPERATOR AS- 0350-4: (cent’ d)

characterized by the followng: Assignnents involve materials that are
simlar to one another in required format, style, and |ayout and require
the use of a limted variety of established procedures. The material pre-
pared for duplication consists of justified and unjustified plain text,

t abul ati ons w thout nunerous internal or subordinate breakdown, and ot her
simlar material in which indentations, insertions, footnotes, diagrans,
mat hematical or scientific symbols, and simlar elements occur infrequently
or not at all so that there is [imted variation in the horizontal and
vertical spacing requirenents and, consequently, limted conplexity in

pl anning the |layout of copy; and the required know edge of Varitypist
techni ques and practices, style nmanual requirenents, printing term nology,
and simlar matters is restricted in scope. The work is performed in
accordance with previously established procedures or detailed oral or
witten instructions that provide the necessary interpretation of the
appl i cabl e specifications.

-operates an | BM Magnetic Tape Selectric Typewiter (MIST) nmachi ne, which
Is designed to record output for reports, letters, and forns. | nvolved in this
operation is recording onto tape, transferring information fromone tape to
anot her, and neking changes and corrections to the tape. The incunbent nust
apply the full range of know edges, nethods, techniques, and practices involved
I n MIST machi ne operations.

OFFI CE MACHI NE OPERATOR AS- 0350- 5:

This grade level includes positions that involve, for a substantial anount of
time, performng office-duplicating and m scel | aneous machi ne-operating duti es.
A consi derabl e degree of operating skill and alertness is required due to the
nunber and sensitivity of control adjustnents on the equipnent and the nature
of the work being processed.

At this level, the enpl oyee

-operates a Differential Spacing Varitypist Machine Mdel J. Typical of
this level are duties that require the application of the full range of Vari-
typi st know edges, nethods, techniques, and practices and the exercise of con-
siderable judgment in planning the layout of copy. Wrk of this kind is
characterized by the following: The naterial prepared for duplication includes

tabul ations with nunerous internal or subordi nate breakdowns, material involving

substantial use of mathematical or scientific synbols, text material in conbi-
nation with other material, and other simlar material in which indentations,

i nsertions, footnotes, diagrams, and simlar elenents occur frequently or
continually. There is wide variation in the horizontal and vertical spacing
requi rements. Techniques and practices, style requirenents, pertinent printing
termnology, and simlar related natters are not limted in scope as at the
AS-4 |level. The work includes the interpretation of specifications.

-operates an | BM MIST with KPAC unit and Magnetic Tape Selectric
Conposer (MTSC). Typical of this level are duties that require the
application of the full range of know edges, nethods, techniques> and
practices involved in the operation of both machines. The MIST with
KPAC is not only capable of performng the functions of the basic
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OFFI CE MACHI NE OPERATOR AS-0350-5: (cent’ d)

MIST (see grade AS-4), but also has the capacity to perform codi ng operations

that relay instructions to the MISC. The MISC receives instructions and prints

out information according to desired format, |ayout, measure, and indentation. The
operator is required to nake tabulations with nunmerous internal or subordinate
breakdowns and nust use considerable judgnent in determ ning from general in-
structions the particular set of manipulations and operations that will achieve

the desired results. | nvolved in the work is the interpretation of specifications,
whi ch requires many decisions involving neasure, nerging node, |line count, line

and paragraph indentations, |eader spaces, transfers, and corrections.

OFFI CE MACH NE OPERATOR AS-0350- 6:

This grade | evel includes positions whose duties and responsibilities are
substantially the sane as those at the AS-5 level. The primary difference is
that the AS-6 incunmbent is responsible for training |ower-grade enpl oyees

in the operations of appropriate office machines; acts as a working |eader in
assuring that the | ower-grade operators understand applicable techniques and
practices; interprets specifications that indicate the style, form and
arrangenent desired in the copy; and perforns appropriate machi ne mani pul ati ons
that will produce the required results; or responsible for preparing a wde
variety of material that emanates frommany different offices within the

organi zati on served. In this capacity, the enployee acts as a central re-

cei ving and reproduction point for correspondence, regulations, manuals, and
bul | etins.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
OPERATI ONS CLERK AS-0301-0O

OPERATI ONS CLERK AS-0301-4:
NATURE AND VARI ETY OF WORK:

The incunbent perforns a wide variety of conplex clerical and adm nistrative
duti es including

-preparing reports and other statistical and financial data pertaining to
the operations activity.

-typi ng correspondence and reports pertaining to operations.

-preparing and typing purchase orders for authorized custoner speci al

order nmerchandi se, solicitations, agreenents, renewals, anendnents, and rel ated

docunents required for contracts and agency agreenents.

-mai ntai ni ng suspense files, contract files, departnental regulations,
and directives, and posting changes as required.

-providing information pertaining to operations activities to appropriate
officials in the absence of the supervisor.

-Providing working direction to clerks or clerk typists, when required by
the size of the operation’s activity.

JOB ORI ENTATI ON REQUI REMENTS:

The work to be perforned is of such difficulty, variety, or conplexity that
an enpl oyee without prior specialized training or experience is normally in a
| earner or limted performance status for a period of 2 to 3 nonths, after

whi ch the enployee is normally capable of full performance of the work under
t he usual degree and kind of supervisory control.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Numer ous gui des, instructions, regulations, manuals, and precedents are
applied. The guides and precedents cover both procedural and substantive
matters and require little adaptation and interpretation of the guides.

Ext ensi ve searching may be necessary to |locate the guides applicable to a
speci fic problem
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SUBJECT- MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

Subj ect matter know edges are both procedural and substantive in nature. The

work consists primarily of nunerous procedural clerical steps and a few sub-
stantive clerical steps.

JUDGMVENT REQUI REMENTS:

Judgrment is used in choosing and selecting, not only from anong a very |arge
nunber of procedural guides, but also from a nunber of substantive guides.
Clerical decisions require selecting the best froma group of prescribed

alternatives and recognizing for referral to others problens not covered by
t he avail abl e gui des.

OPERATI ONS CLERK AS-0301-5:
NATURE AND VARI ETY OF WORK:

The incunbent perforns a wide variety of conplex clerical and adm nistrative
duties that include

-Preparing reports and other statistical and financial data pertaining
to operations.

-Typi ng of correspondence and initiating correspondence pertaining to
routine matters.

-Preparing and typing purchase orders for custonmer nerchandi se authorized
by current directives, solicitations, renewals, contract agreenents, and all
rel ated docunents required for contracts and agency agreenents.

-Contacting vendors and concessionaires by tel ephone or formletter
for the purpose of correcting purchase order prices and contract discrepancies,

expedi ting shipment and agreenents, and canceling contracts and purchase
orders.

- Recei ving and coordinating custoner conplaints and ensuring that
satisfactory action is taken.

- Mai nt ai ni ng suspense files and office files, departnental regulations,
directives and posting changes thereto, as required.

-Providing information pertaining to operations to appropriate officials
in the absence of the supervisor.

-Providing work direction to clerks or clerk typists, when required by
the size of the operations.

-Participating in conpiling and submtting price surveys to the supervisor.
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JOB ORI ENTATI ON REQUI REMENTS:

The work performed is of such variety and conplexity that it requires an
extensive subject matter know edge of guides and instructions and a total
on-the-job, experience, or developnment training ranging from several nonths
to approximately 1 year. This tine period is required to ensure that the
enpl oyee has encountered the full cycle of operations at |east once or has
dealt with a sufficient proportion of the total possible variety of cases.

The position requires substantive know edge of operations such as pertinent
regul ations and directives, contracts processing procedures, records and
files procedures, and special order procedures and procurenment procedures,

i nvol ving specialized term nology and an understandi ng of detailed and
specific instructions to be followed in the applicable clerical processes.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Numer ous gui des, instructions, regulations, manuals, and precedents are

applied. The guides and precedents prinarily cover substantive matters and

tend to be in the formof regulations, policies, and precedents applicable to

problens clearly within the coverage of the guides, but which require sone

adaptation and interpretation. Extensive searching may be necessary to

| ocate the guides applicable to a specific substantive problem This posi-

tion is characterized by significant problens in deciding anong several appli- .o
cabl e precedents or guides. (Procedural problens may al so arise that are not

covered by specific guides.)

The position nmay require substantive know edge when the incunbent is responsible
for acconplishing work requiring an extensive search to |ocate precedents to be
used as guidelines and for selecting the nbst appropriate precedent. The in-
cunb ent nust determ ne which precedent sets forth the proper principle to be
applied in each problem case.

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

Subj ect matter know edges are substantive in nature (for exanple, of a body of
knowl edge and of the organization's progranms and operations) and are in addition
to the knowl edge of procedures (rules, guides, and instructions). The incunbent’s

subject matter background nust enable use of a wide variety of reference books
on a regul ar basis.

JUDGMVENT REQUI REMENTS:

Selectivity is used in choosing and selecting, not only fromanong a very

| ar ge nunber of procedural guides, but also from numerous substantive gui des

in making clerical decisions of a substantive nature requiring selecting the

best froma group of prescribed alternatives; and in recognizing for referral
to others problens not covered by the available guides. 1In sone instances, a

hi gh degree of judgnent is needed to select the nost appropriate procedure
froma nunber of possibilities.
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JOB- GRADI NG STANDARD
PAYROLL CLERK AS-0544-0

EXCLUSI ONS:

-Positions involving the installation, naintenance, review, and disposition
of time and | eave records in which the paranmount qualification requirenent

i s specialized know edge of tine and | eave regul ati ons, but which do not

i nvol ve payroll duties.

-Positions in which the paranount qualification requirenment is specialized
knowl edge of personnel rules and regul ations or substantive know edge of
retirement prograns, or other such prograns.

-Positions involving clerical posting, conputing, balancing, copying,
verifying, and related tasks, w thout responsibility for application of
know edge of payroll and related regulations, rules, and instructions.

-Positions in which the paranount qualification requirenment is know edge of
accounting or bookkeeping practices and procedures other than those kinds of
duties related to the payroll function.

PAYROLL CLERKS | N AUTOVATED SYSTEMS

The payroll operation necessarily involves detailed, repetitive processes
of arithmetical conputation and verification and predictable variations in
these. Electronic data-processing equi pnent and ot her nechani cal equi pnent
used in payroll operations are designed to reduce the amount of clerical
time required in conputation, balancing of accounts, conpilation of costs
for personal services, and other simlar tasks. Nonroutine payroll actions
that do not conformto the machi ne program are handled on a “nmanual” basis
by the Payroll derk.

The grade levels of Payroll Cerk positions at the full performance |evels are
not based on the routine computing, verification, and conpilation tasks (which
I n automat ed systens are now handl ed by machines). Therefore, a shift to
performance by the machines of these routine tasks is not a basis for changing
the classification of payroll positions. The conversion froma nmanual system
to an automated system brings about sone changes in the duties of the positions;

however, the fact that the duties are new and different does not necessarily
mean that they are nore difficult.

The automation of payroll systens takes sone routine tasks out of the payroll
positions and adds others. The basic requirement for payroll and rel ated
knowl edges is substantially unchanged by automation. The tasks nornally

added to the positions are alnost always of a | ower grade |evel value than the

val ue of the substantive payroll tasks. The tasks added to the positions do
not significantly raise the |evel of the know edge required. Therefore,

positions responsible for the substantive payroll decisions under autonmated

payrol|l systenms are still classifiable at the grade |levels provided by this
st andar d.
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EVALUATI ON CRI TERI A:

The principal considerations in grading Payroll Cerk positions are the
variety and breadth of know edge of payroll and related rules, regulations
and instructions, and the responsibility for proper application of these
know edge.

APPLI CATI ON OF THE STANDARD:

The basic requirement in Payroll Cerk positions is know edge of payroll and
related rules, regulations, and instructions. This know edge is significantly

di mnished in an automated operation; therefore, this standard is to be applied

to positions in both manual and automated payroll systens.

USE OF NUMERI CAL CRADE- LEVEL CRI TERI A:

Numerical criteria in this standard (for exanple, nunber of pay plans, rate
of pay change, proportion of standard and nonstandard pay actions, and

types of nonstandard actions) are not intended to elimnate the need for

j udgnment based on sound position classification principles. Consideration
should be given to the know edge and abilities that the nunerical criteria
measure and whether routine application of these nmeasurenent devices provides
an accurate evaluation of each position.

The criteria are intended to neasure the know edge required and difficulty of
the work perfornmed and do not of thenselves represent intrinsic values that

fix grade |evels. It is the know edge required to be applied and the
difficulties of the pay actions, changes, or adjustnents encountered, and not

t he nmechani cal neasure of these characteristics, that determ ne grade |evels.
Consequently, payroll positions shall not be evaluated by a strictly nmechani cal
counting of data w thout also making a judgnent as to whether the data have
real nmeaning in the specific position to be eval uated.

PAYROLL CLERK AS-0544-4:
NATURE AND VARI ETY OF WORK:

Payroll Clerks AS-4 perform payroll tasks that are limted in difficulty
because they have been screened by a supervisor or by a Payroll Cerk in a

hi gher grade; or they perform specified tasks with respect to a Ilimted nunber
of pay accounts that present no high degree of difficulty. In either situa-
tion, the work performed by the Payroll Cerk AS-4 does not constitute payroll

assignnents of the range, conplexity, or responsibility characteristic of the
next higher |evel.

Typically, a Payroll Cerk AS-4 performs the follow ng duties:

-Conputes the less difficult pay changes where the arithnmetical conputa-
tions and exam nation of basic authorization docunents and notices of |eave
exception, on which the pay changes nade are covered by well established rules,

regulations , and instructions, and do not require know edge of a variety of
gui del i nes.
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-Posts pay and related data to individual pay records and control registers.

- Assi sts higher-grade clerks in balancing and reconciling payroll, pay
records, and control register totals.

-Fills in formletters and conposes routine correspondence involving
application of nore commonly used payroll and related rules, regulations,
and instructions. Checks pay records for salary Iimtation of Federal
| nsurance Conpensation Act (FICA) tax.

- Assi sts other Payroll Cerks in the conpilation of mscellaneous payroll

reports by totaling and bal ancing the data posted on pay cards and control
records.

GUI DELI NES:

CGui delines frequently used by Payroll Cerks AS-4 are charts, tables, and
manual s on “salaries, wages, taxes, and related pay data and files of sinple or
nmodel forns furnished by the supervisor. Enployees at this |evel occasionally
use ot her guides, such as personnel manuals, with instructions froma Payroll
C erk of higher grade or the supervisor. The Payroll Cerk AS-4 is expected
to be able to apply those guides and instructions that are sinple, clearly
defined, and well established, and that are specific for actions comonly
occurring within assignnents.

SUPERVI SORY CONTROL:

Payroll Cerks AS-4 work under the technical supervision of clerks in
positions of higher grade or the payroll supervisor when performng

the nore routine aspects of their payroll assignnments. They work under
cl oser supervision when assigned to nore difficult tasks. Cerks in
positions of higher grade usually instruct incunbents in work procedures
and check their computations and postings for arithnetical accuracy and
for conformance with prescribed instructions.

NATURE OF RESPONSI BI LI TY:

Responsibility for the work performed at this level nornmally is assunmed by
a Payroll Cderk in a higher grade because of the limted nature of assignnents,
or by the payroll supervisor, who assigns the work and revi ews conputations

and postings.
PAYROLL CLERK AS-0544-5:

NATURE AND VARI ETY OF WORK:

At this level, Payroll Cerks examne pay and related actions and conpute
pay changes for. an assigned block of accounts or exam ne and conpute pay

actions and pay changes as assigned during the payroll cycle where a bl ock
systemis not used.
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Payroll Cerks AS-5 are concerned with either

-the processing of pay changes, the preparation of regular and suppl enent al
payrolls, and the nmaintenance of individual pay records; or

-the exam nation and verification of pay changes and the maintenance of
control s agai nst which the accuracy of pay records and payrolls can be
verified.

The same basic know edge of payroll and related rules, regulations,

i nstructions, and procedures are required in the performance of both of
these functions at this |evel.

Payroll Clerks AS-5 performa nunmber of duties that are simlar to those per-
formed at the AS-4 level. The essential difference between the AS-4 and AS-5
levels is in the responsibility at the AS-5 level for full performance of the
work required in the payroll cycle when, wth respect to the actions processed
or the accounts naintained by the individual Payroll Cerk, typical duties such
as the follow ng are perforned:

-Conput es noderately difficult pay changes when the arithnetical conputa-
tions and exam nation of authorized docunents on which the changes are based are
covered by wel |l -established rules, regulations, and instructions and require
a substantial know edge of a variety of guidelines.

-Audits and processes personnel actions, tinmesheets, and other related
docunents required to prepare payroll checks.

- Bal ances and reconciles payrolls, pay records, and control register
totals..

-Fills in formletters and conposes routine correspondence.

-Conpi | es m scel | aneous payroll reports.

-Works wth pay accounts that are relatively stable; that is, the pay
change rate averages | ess than 40 percent per pay period.

-Works with pay changes that result from standard types of pay actions;
that is, 75 percent-or more changes result from standard types of pay actions.

GUI DELI NES:

Payroll Clerks AS-5 use the basic types of guides available to Payroll Cerks
at the AS-4 level; however, Payroll Cerks at the As-5 |level have additiona
gui des applicable to the full range of pay actions characteristic of this

| evel and are expected to be able to apply these on a day-to-day basis w thout
frequent reference to the guides or to the supervisor.
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PAYROLL CLERK AS-0544-5: (cent’ d)
NATURE OF RESPONSI BI LI TY:

The Payroll Cerk AS-5 is initially responsible for the correct application

of appropriate schedules, grades, rates of pay, and conpensation and rel ated
rules, regulations, and instructions, in regard to the preponderantly standard
types of pay actions and changes; and for conpletion of the assigned payroll
work to neet established deadlines.

SUPERVI SORY CONTROL:

Payroll Cerks AS-5 work under the general technical supervision of the chief

or assistant chief of the payroll unit or a fiscal supervisor who provides
technical supervision. They are expected to be famliar enough with established
procedures and applicable payroll and related rules, regulations, and
instructions to proceed with a mni num anount of supervision or instruction

unl ess they have questions on which they need advice or assistance fromtheir
super vi sor .

Pay changes, payroll totals, and pay record totals are exam ned by anot her

clerk and checked against controls. The supervisor also reviews all

correspondence and reports prepared at this level for technical accuracy,

format, and conpl eteness and occasionally spot-checks the postings nade

to individual pay records and control records to ensure their accuracy and
i conformance with prescribed rules, regulations, and instructions.

PAYROLL CLERK AS-0544-6:

NATURE AND VARI ETY OF WORK:

The Payroll Cerk AS-6 works in a payroll operation that is nore difficult
and conplex in terns of duties and responsibilities, activity in the pay
accounts, and varieties of nonstandard pay actions. At the AS-6 |evel,
therefore, there is a requirenent for greater know edges of different pay
plans, varieties of pay actions, and other factors, and for the application
of greater variety of related rules, regulations, and instructions, than is
characteristic at the AS-5 |evel.

Payroll Cerks AS-6 are responsible for full performance of payroll work
required in the payroll cycle when, wth respect to the actions processed
or the accounts naintained by the individual clerk, typical duties such
as the follow ng are perforned:

-Acconpl i shes the preparation and distribution of payroll checks for a
substantial nunber of enployees.

-Audits and reviews conplete payroll data and nmai ntenance of control
records.

-Verifies, conputes, and conpletes payroll involving straight-tinme hours,
overtime, deductions for retirenent, group insurance, w thholding tax, social
security, savings bonds, |eave; and personnel action forns covering transfers,
pronotions, nerit increases, and insurance changes.
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PAYROLL CLERK AS-0544-6: (cent’d)
- Conposes routine and nonrouti ne correspondence.

- Handl es pay accounts that are relatively unstable and have a hi gh degree
of activity; that is, the pay change rate averages about 60 percent or nore per
pay period for the assigned accounts.

- Handl es pay changes that result froma relatively high percentage of
nonst andard types of pay changes, that is, 30 percent to 40 percent or nore.

GUI DELI NES:

A Payroll Cerk As-6 has avail able the same basic guidelines as those
descri bed at |ower |evels. In addition, there are nunerous other guides
pertaining to the schedul es, grades, rates of pay, and conpensation and
related rules, regulations, and instructions for a |arger nunber and nore
varied pay plans and rules, regulations, and instructions applicable

to a greater variety of nonstandard types of pay actions. Payroll Cerks
AS-6 nmust normally use, therefore, a greater variety of guides than Payroll
Clerks AS-5, and the high rate of pay changes and greater incidence of
nonst andard pay actions occurring in the work at the AS-6 |evel requires
that the Payroll Cerk AS-6 use greater skill in applying these guides in
day-to-day actions w thout frequent reference in individual cases.

NATURE OF RESPONSI Bl LI TY:

This factor is simlar to that described at the AS-5 | evel; however, the
Payroll Cerk AS-6 is responsible for the initial determ nation and correct
application of a greater variety of schedules, grades, rates of pay, and
conpensation, and related rules, regulations, and instructions relating to

other pay plans, and a greater variety of rules, regulations, and instructions
relating to nore varied types of nonstandard pay actions.

SUPERVI SORY CONTROL:

SSmlar to that described at the AS-5 | evel.
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DOD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
PERSONNEL CLERK AS-0203-0

PERSONNEL CLERK AS-0203-5:

NATURE AND VARI ETY OF ASSI GNMVENTS:

Assignnents at this grade level primarily involve the procedural aspects of
personnel transactions. Assignnments are related to one of the mmjor areas of
personnel managenent specialization (for exanple, staffing, training, or per-
sonnel relations) and consist of a variety of clerical transactions wthin that

area. Technical conplexity consists of a nunber of procedural steps that nust
be observed.

The assignment consists of procedural processing of all types of personnel
actions, such as appointments, changes in status, transfers, and separations.
Thi s invol ves checking for necessary docunents, for completion of all necessary
itens in each docunment, and for arrangenent of the necessary docunents in
proper sequence. It also involves contacting appropriate sources within the

| ocale to secure mssing data or docunents, which requires sufficient skill to
secure their pronpt cooperation. Assignments of this nature are spot-checked
by the supervisor on a daily basis to ensure presence of essential data and
docunents, and arrangenent in proper sequence, as required by procedural
policies or instructions. Procedural instructions, generally in the form of
manual s illustrating proper use, conpletion, and sequence of various personnel
fornms, serve as the basic guidelines for performance of work.

In addition to procedural processing, assignnments for experienced workers at
this grade |level generally include sonme substantive processing. This ranges
fromchecking a fewitens of information for conformance to applicable | aws
and regulations, (for exanple, determning that those who have signed to
authorize action do in fact have this authority and determ ning that the
regul ation cited as authority for action is the proper one) to conplete sub-
stantive checks of one or two types of actions (for exanple, appointnents and
separations) . Such assignnents introduce greater technical conplexity, as
“many nore variables are present in the formof alternative courses of action
and there are nore numerous guidelines. Al substantive work is closely
reviewed by the supervisor or by a higher-grade Personnel Cerk for con-
formance to applicable policies, rules, and regul ations.

CONTROLS OVER WORK:

Work involving procedural nmatters is subject to a routine adm nistrative and
technical review, which generally includes at |east a daily spot-check of

conpl eted work for adherence to required forns and procedures. Any assignnents
dealing with substantive clerical nmatters receive close technical review for
adherence to applicable regulations and policies.
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PERSONNEL CLERK AS-0203- 5: (cent’d)

CONTROLS OVER WORK:

Explicit guidelines are available for procedural work, such as manuals or
other witten instructions. These provide illustrations of established pro-
cedures, depict a range of commonly occurring transactions, and explain the
use of various forns, records, and reports. Witten guides in the form of
regul ations or policy statenents are available for any substantive work. In
addition, either a higher-grade Personnel Cerk or the supervisor is readily
avai l abl e to provi de gui dance whenever needed.

KNOALEDGE AND SKI LL REQUI REMENTS:

Knowl edge is required of a variety of necessary procedures common to transac-
tions in one of the major areas of personnel specialization and of applicable
gui delines for such transactions. Skill in person-to-person contact does not
go beyond the ordinary demands of office courtesy involved in securing or

suppl ying specific itenms of information contained in conmmonly used personnel
forms, records, and reports.

PERSONNEL CLERK AS-0203- 6:

NATURE AND VARI ETY OF ASSI GNMENTS:

Typi cal AS-6 assignnments are primarily concerned with substantive clerical

aspects of processing personnel transactions. As at the AS-5 |evel, assign-
ments are related to one of the major areas of personnel managenent and con-
sist of a variety of transactions within that area. Technical conplexity is

greater than at the AS-5 |level, as substantive processing involves nore alter-
native choices for action.

Work consists of substantive clerical processing of all types of personnel
actions except those of an unusually conplicated or difficult nature. This

I nvol ves such steps as a review of supporting docunents to determne that data
are consistent both internally and with file information; proper regulations
have been cited as authority for the action;, and the proposed action is appro-
priate for the intended purpose and conforns to applicable rules and regul ations.
At the same time, a final procedural reviewis made to determne that all
necessary docunents are present, conplete, and arranged in proper sequence.

Wrk is spot-checked by the supervisor, usually on a daily basis, for com-
pliance with applicable rules, regulations, and precedent cases. Supervisory
gui dance is given on novel or unusually conplicated questions, or cases

I nvol ving such questions are referred to the supervisor or a higher-grade
Personnel Clerk for conpletion. AS-6 incunbents are expected to independently
conplete actions that involve noderately difficult questions.

The work requires a good know edge of well-established guidelines. These
guidelines ordinarily provide a clear basis for taking action, but judgnment

must be used in selecting the nost appropriate guide and in being aware of and
sel ecting an appropriate precedent case when necessary. Considerable skill is
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PERSONNEL CLERK AS-0203-6: (cent’ d)

required in many of the frequent person-to-person contacts to secure coopera-
tion in making substantive corrections in inproperly conpleted personnel

action docunments and in explaining regulatory requirenments to others, including
managenent officials and job applicants.

CONTROLS OVER WORK:

Substantive work is subject to a general adm nistrative and technical review,
whi ch usual ly includes periodic spot-checks on a daily basis to ensure obser-
vance of appropriate rules, regulations, and policies. Cuidelines consist of
portions of the organization's publications, and these guidelines generally
provi de a basis for action.

KNOALEDGE AND SKILL REQUI REMENTS:

Know edge is required of organization rules, regulations, and policies govern-
ing the type of transactions being dealt wth, as well as of suppl enental

| ocal instructions. Person-to-person contacts are frequent and require skill

i n obtaining conpliance with regulations by others, including higher-grade
enpl oyees and managenent officials. This often requires considerable tact and
di pl omacy in persuading soneone to take initial action that is necessary to
change an action that was inproperly taken. Patience and courtesy nust be
used in explaining regulatory requirenments to others, including nenbers of the
public who have little or no know edge of the personnel system

PERSONNEL CLERK AS-0203-07:
NATURE AND VARI ETY OF ASSI GNMENTS:

As at the AS-6 |level, Personnel Clerks at this |evel are responsible for

| ndependent |y processing the full range of transactions, including a significant
proportion of those of a novel or unusually conplicated nature w thin one or
more mgj or areas of personnel management. This involves a wide variety of
transactions which present many possible alternative courses of action. The
AS-7 enpl oyee is regarded as an expert on clerical personnel transactions.

In addition to the clerical assignnent, there is frequently a secondary assign-
ment to provide limted technical assistance to one or nore personnel specialists
or to a supervisor. Such assignments are related to broader areas of work within
the maj or areas of personnel managenent (for exanple, staffing, personnel rela-
tions, and training) than are clerical assignnments.

Work consi sts of substantive processing of all types of personnel actions,
i nvol ving the same steps as at the As-6 |evel; however, AS-7 Personnel O erks
are responsi ble for independently processing the full range of actions repre-

senting all levels of difficulty, including a significant proportion of those
of a novel or unusually conplicated nature.

This processing involves the final technical review of regulatory and procedural

aspects of proposed personnel actions, subject only to relatively cursory spot-
checks that may be nmade by the supervisor. |n addition to this prinmary clerical
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PERSONNEL CLERK AS-0203-7: (cent’d)

assignment, the AS-7 incunbent provides sone technical assistance by processing
and orienting all new enpl oyees or any other assistance work requested by the
supervisor. This normally includes an explanation of their eligibility for

| eave, health benefits, life insurance, and |local policies and conditions
related to parking, transportation, housing, or simlar matters.

Person-to- person contacts involve explaining basic rules, regulations, and
policies in the orientation of new enployees; explaining in detail regulatory,
procedural, and policy requirenents applicable to processing personnel actions;
advising on alternative courses of action; and explaining the needs of a
particular situation to secure conpliance with applicable guidelines.

Wrk is perforned subject to general admnistrative review. Technical review
consi sts of occasional cursory spot-checks of conpleted personnel actions.

| ncunbents are judged primarily on their ability to conplete work assignnents
pronptly and to independently solve unusual and difficult problens. Wrk in
connection with orienting new enployees is judged primarily on the ability to
answer questions unassisted and to transmt information accurately and clearly

as reflected by the [ack of any apparent m sunderstandi ng by enpl oyees sub-
sequent to orientation.

Guidelines for the work are of the sane type as for AS-6 |evel work. However,

the AS-7 Personnel Cerk nust have a good knowl edge of precedent personnel

actions and of less frequently used rules and regulations as reflected in the T
ability to take proper action on difficult cases.

In addition to the skills in person-to-person contacts required at |ower grade
| evels, AS-7 work requires a high degree of ability to find nutually acceptable
solutions in processing difficult and unusual personnel actions. Cuidelines
must be interpreted to others in such a way that they are clear and that
agreement with the desired action will be obtained. Basic information nust be

presented to new enployees in such a way that it wll be clearly understood
and favorably received.

CONTROLS OVER WORK:

Techni cal review of clerical assignnments consists of occasional spot-checks.

Wrk is evaluated primarily on the ability to perform work independently and
to conplete it in tinely fashion.

Techni cal assistance work of a person-to-person contact nature is subject to
the same degree of review, being evaluated essentially on ability to satisfy
the needs of the situation w thout seeking assistance fromothers. Any other
type of technical assistance work is subject to close review by a supervisor
to ensure adherence to applicable policies, procedures, and regul ations.
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Gui delines are of the sane type applicable to the AS-6 |evel, consisting of
basi c publications as well as supplenental instructions. Precedent cases form
a particularly inportant part of the guidelines at the AS-7 level as nore work
itens are encountered in which published guidelines do not clearly apply.

KNOALEDGE AND SKI LL REQUI REMENTS:

A thorough and conprehensi ve know edge is required of the guidelines that
provide the basis for clerical assignnents in order to conplete independently
the clerical processing of novel and unusual case actions. This, in addition
to a good knowl edge and fam liarity wth precedent cases or situations, is
necessary in order to independently conplete nonroutine, difficult work itens.
Judgnment is required in selecting appropriate guidelines as a basis for action
from anong the published and precedent material available. This primary

knowl edge requirenent is related to the specific segnent of personnel work
covered by clerical assignnments (for exanple, processing personnel actions).

The sane kinds of skill in person-to-person contacts are required as for AS-6
posi tions. However, at the AS-7 level, an extra degree of care nust be taken
as the Personnel Cerk is regarded as an expert in interpretation of rules,
regul ations, and precedent cases relating to transaction processing. Thus ,
the incunbent’s advice or opinion may serve as the basis for action by the

i ndi vidual concerned. Responses are not always obvious, requiring interpreta-
tion of material so that it will be understandable to those who are |ess

knowl edgeable. Contacts are frequent in which the incunbent’s advice is
sought by | ower-grade Personnel Cerks to advise on ways of conpleting a com
plicated action, to suggest alternative procedures, to explain regulatory re-
quirements and the effect of precedent cases, and to secure conpliance wth
regul atory and policy requirenents.
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DoD NAF ADM NI STRATI VE SUPPORT

JOB- GRADI NG STANDARD

PHOTO LAB TECHNI Cl AN AS-1060-5

DUTI ES AND RESPONSI Bl LI Tl ES:

-Prepares solutions and chem cals for devel opi ng and printing.

- Devel ops,
gr aphs.

prints,

enl ar ges,

reduces, 1 ntensifies,

-Cuts, packages and prices photographs.

col ors,

and ret ouches phot o-

-Mai ntains inventory of supplies and initiates requisitions for replenishnent.

Keeps equi pnent

in good repair.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
PROCUREMENT CLERK AS-1106-0

PROCUREMENT CLERK AS-1106- 4:

NATURE AND VARI ETY OF WORK:

Positions at this level involve performance of procurenent clerical tasks that
require the application of a know edge of general procurenent procedures,
basi c regul ations, and pertinent office practices. The clerical tasks are of
a day-to-day recurring nature and are executed in accordance with well-

est abl i shed procedures and nethods from which deviations are nade only upon

i nstructions from supervisory or higher-level technical personnel.

Typi cal responsibilities assigned to enpl oyees occupying positions in this
class are simlar to the follow ng:

Upon recei pt of contract work sheets, drafts of quotations, drafts of bid
proposals, or simlar nmaterials, conpletes or prepares procurenent documents,
such as invitations for bids, tenders purchase orders, delivery orders, or
service and supply contracts, when the format and pertinent information have
been outlined and indicated by either supervisory or technical personnel. The
materi al received for processing by procurenent clerks at this [evel has been
devel oped by ot her enployees so that technical, legal, and controversi al
purchasing problens have been sol ved. | ncunbents of positions in this class
are responsbhile for selecting and including stock and standard paragraphs,
clauses, and attachnents necessary to conplete the procurenent docunents,
following instructions and office practices, and are also responsible for

di scerni ng obvi ous discrepancies and om ssions that require corrective action
by hi gher-grade enpl oyees prior to final conpletion and official distribution.

The checking of procurenent documents, purchase requisitions, abstracts of

bids, or simlar materials, wth responsibility for verifying the conpleteness
of the information therein; verifying that offers or bids conply with specifica-
tions and requirenents in the invitation to bid as to procedural matters;

determ ning costs, prices, and other figures have been correctly transcribed;

and segregating procurement transactions into established classes and categories.

The extracting and abstracting of information from procurenent docunents for

t he purpose of nmaintaining status, informational, and statistical records and
the furnishing of factual information from such records, such as the status of
procurenment requests, the nature of the procurenent transactions, or the

vol une and nonetary val ue of procurenent transactions.
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PROCUREMENT CLERK AS-1106-4: (cent’d)
NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

The Procurenent Clerk is under the direction of a Supervisory Procurenent
Clerk or other technically qualified enployee in a higher grade who determ nes
the work assignnents and typically gives detailed initial instruction and
speci fic explanation of the sequence and application of the work procedures.
and nmet hods and of the rules and regulations relating to the work. Wthin
this framework, the Procurenent Clerk AS-4 perforns work independently. The

i ncumbent i s expected, however, to refer to the supervisor questions that

i nvol ve deviations fromthe established procedures or situations in which the
gui des and reference material cannot be applied in the standard nethod or
require explanation or interpretation. Likewise, unfamliar clauses, expres-
s ions, or designations are referred to the supervisor for explanation and

i nstructions. The work perforned at this level is reviewed thoroughly upon
conpl etion for such purposes as accuracy and conpl eteness of content, adherence

to established format, and conpliance wth regulations and rules controlling
the procurenent transactions.

NATURE OF AVAI LABLE GUI DELI NES FOR PERFORMANCE OF THE WORK:

CGui del i nes available to incunbents of positions at this |level consist of oral
or witten instructions presenting detailed, specific operating procedures and
t he sequence of the steps to be followed. Qher guide naterial consists of
sanpl es of standard clauses, illustrative formmmaterials, and regul ati ons and
directives applicable to the work assigned.

PURPOSE AND NATURE OF PERSON- TO- PERSON WORK RELATI ONSHI PS:

Personal work contacts of Procurenent Clerks at this grade are mainly with
cowor kers and supervisors. Such contacts are primarily to secure clear and
specific additional information required to process procurenent docunents, to
obtain clarification of obvious discrepancies or om ssions, or to furnish
factual information and data fromoffice records. Cccasionally, there are
contacts with personnel of other units or with representatives of vendors or

bi dders. Such contacts are for the sane purpose as the contacts with super-
Vi sors.

NATURE AND SCOPE OF RECOMVENDATI ONS, DECI SI ONS, COWM TMENTS, AND CONCLUSI ONS:

Positions of Procurenent Cerks AS-4 do not include the nmaking of conm tnents.

A degree of judgnent is required in selecting appropriate standard and stock

par agraphs to conpl ete various procurenent docunments; in abstracting or extract-
ing information for control and processing purposes; and in recognizing obvious

di screpancies or omissions that require referral to higher authority for
corrective action.
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PROCUREMENT CLERK AS-1106- 5:
NATURE AND VARI ETY OF WORK:

The nature of the tasks performed by Procurenment Cerks AS-5 is predom nantly
clerical, based upon a thorough knowl edge of the rules, regulations, and
practices relating to procurenent activities, and is concerned with tasks such
as the procurenent of itens from authorized sources, processing, verifying, or
controlling, or with conbinations of such tasks. Positions at this |evel
differ fromthose at the AS-4 level in the degree of initial responsibility
assunmed, the degree of experience, judgnment required, and the execution of
assignnents conplicated by factors that are not conpletely resolved by direct
application of guide and reference materials.

Typi cal responsibilities assigned to enpl oyees occupying positions in this
class are simlar to the follow ng:

-Responsibility for processing, including the drafting of standardized
procurenent docunents considered difficult because of the existence of such
factors as variety of special and unusual clauses. Oher responsibilities
characteristic of this level include drafting of statenments of determ nations
and findings for conplex procurenent contracts and follow ng rough drafts,
wor k sheets, and notes furnished by technical personnel responsible for the

procurement transaction, which require a review of all the submtted material
to select and utilize appropriate data.

-Responsi bility for verifying the final, detailed, clerical review of a
variety of types of procurement docunents, including nodifications and anend-
ments prior to approval by the signatory authority. Such reviewis for the
accuracy and conpl eteness of the contracts, to avoid duplications, and to
di scern di screpanci es.

-Responsibility for controlling, involving the maintenance of progress,
status, and statistical records for conplex procurenent transactions fromthe
point of initiation through final action; in addition, responsibility for

fol  owup on vendors and contractors to ensure subm ssion of required periodic
or special reports.

-Responsibility for review ng and considering requests received from
vendors, buyers, or requisitioning officials for the nodification or adjustnent

of previously compl eted procurenent docunments such as purchase orders and con-
tracts.

The requests generally concern such itens as changes in nanmes, changes in
shipping points, substitutability of itens, approval of overshipnents or
under shi pnents, changes in transportation nethods, and change in termination
date of the contract. Additional responsibilities in positions of this type

i nclude the drafting of formal changes, nodifications, or adjustnents; informng
t he vendor, buyer, requisitioning officials, and others of the action taken” on
the requests for changes; and advising buyers and vendors of the scope and
limts of the provisions and stipul ations of procurenent docunents, when such

advi ce can be given by reference to clearly defined instructions, regul ations,
or precedents.
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PROCUREMENT CLERK AS-1106-5:. [cent’ d)
NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

Procurement Cl erks AS-5 are under the general direction of Supervisory Pro-
curenment Clerks or other technically qualified personnel of higher levels who
make assignments and determne the urgency and priority of “particular tasks.
They are conparatively free fromclose supervision, direction, or aid on the
techni cal and procedural aspects of the day-to-day work and are hel d responsible
for the accuracy and tinely acconplishment of their work. The work is reviewed
generally on conpletion, except, when earlier reviewis specifically requested
by incunbents to secure the advice and opinion on major deviations from estab-

| ished rules, regulations, or procedures.

NATURE OF AVAI LABLE GUI DELI NES FOR PERFORMANCE OF WORK:

The same guidelines are available to Procurenent Clerks AS-5 as are avail able
to Procurement Clerks AS-4. However, enployees occupying positions at this

| evel are expected to possess a nore intensive know edge of the contents of

the avail abl e guide and source nmaterial so as to execute their assignnments

wth a mninmumof reference to the guides. The Procurement Cerk AS-5 nakes
ext ensi ve searches of the guides and source material in determning whether or
not a special or unusual procurenment situation is covered by established

rul es, regulations , or precedents or whether the transaction should be referred
to supervisory or technical personnel for decision.

by
A

PURPOSE AND NATURE OF PERSON- TO- PERSON WORK RELATI ONSHI PS:

The nature and purpose of personal work relationships are simlar at this
| evel to those of Procurenent Cl erks AS-4, although the area of contact wth

personnel of higher levels or vendors is broader as a result of the greater
responsibilities in these positions.

NATURE AND SCOPE OF RECOMVENDATI ONS, DECI SI ONS, COWM TMENTS, AND CONCLUSI ONS:

The scope of decisions and recomendations in positions of this type can best
be illustrated by such exanples as the determnation that procurenent docunents
are conplete, in proper form and are acconpani ed by the necessary forns and
justifications ; or the reconmendation that other methods or procurenent be

used in place of mandatory sources.

Judgnment, based upon the incunbent’s experience and an intensive know edge of
the guides and source material, is required in recognizing transactions that
present major deviations from established policies and rules and therefore
require reference to technical personnel in higher grades.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
PURCHASI NG AGENT, AS-1105-0

This standard covers positions whose duties include purchasing or rental of
comerci al goods or services through informal open-nmarket methods and unconpli -
cated formal conpetitive bid procedures. This work requires a know edge of
comerci al supply sources, sales literature, prices, discounts, delivery
charges, and shipnent schedules to ensure the | owest possible price and
adequat e response to purchasing needs.

EXCLUSI ONS:

-Clerical work in obtaining goods and services through requisitions against

I n- house supply sources (for exanple, stockroons, depots, and warehouses); see
DoD NAF Job-Gading Standard for Supply Cerical positions AS-2005-0Q

-Clerical work involved in processing, verifying, abstracting, and controlling

procurenent docunents, reports, or records; see DoD NAF Job Grading Standard
for Procurenent Cerical positions, AS-1106-0.

- Prof essi onal and technical work involved in the purchasing of supplies, ser-
vices, equipment, or other materials by formally advertised bid and negoti ated
procurenent procedures; see Contract and Procurement Series, GS-1102-O in OPM
“PCS” (reference (h)).

This standard describes positions at the AS-6 and AS-7 levels. Although
positions may be classified below the AS-6 grade |evel, nmany positions bel ow
this level do not require the skill, know edge and ability distinguished in
this occupation or performthe purchasing function on a part-tine basis and
may be nore properly classified to another occupational area. Positions

eval uated above the AS-7 level may be classified by direct application of the
OPM Job- Gradi ng Standards for GS-1105-0 Purchasi ng Agent positions at the GS-6
and 7 levels (see reference (h)).

TI TLES :

Positions that neet the criteria of working |eaders or supervisors as outlined
in the DoD NAF Job-Gading Standards, shall have the title of Purchasing Agent
prefixed by the word “Lead” or “Supervisory,” respectively.
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PURCHASI NG AGENT AS-1105- 6:
KNOALEDGE REQUI RED BY THE PGSI TI ON:

- Basi ¢ understanding of the rules, regulations, practices, and procedures used
in purchasing work in order to develop skill in the techniques of procuring a

wi de variety of commercial items that are readily identifiable and well-known
in the trade.

- Knowl edge of common busi ness practices with respect to prices, discounts, and
del i veries.

-Skill in locating sources of supply through a | arge nunber of catal ogs and
| i stings.

SUPERVI SORY CONTRCLS:

Assignments are perforned with supervision readily available. On new assign-
nents , the supervisor establishes operating procedures and gives specific oral
i nstructions on methods of work acconplishnent. After a period of orientation,
the incunbent is capable of performng informal purchasing work independently.

The incunbent shall progress to independently making informal, verbal open-
mar ket purchases based on specific requests without prior consultation with

supervisor. Normally, substitutions of itens are cleared through the requesting
office prior to actual purchase.

GUI DELI NES:

Gui del i nes include agency regul ati ons and past precedents.

A | arge nunber of commercial registers, vendor and agency catal ogs, price lists,
and public classified directories are available and provide direct application.

COVPLEXI TY:

Pur chasi ng nethods range fromthe sinple and repetitive tel ephone orders for
standard retail itens, requiring only the use of informal purchasing techniques
and awardi ng of purchases to |owest bidder to the point at which the incunbent
Is required to nmake decisions and commt the agency to purchases when quality
and delivery schedul es are additional conplicating factors.

|tens purchased are relatively sinple to describe and sources are readily
avail abl e, usually through |ocal sources of supply, and there is a high
i nci dence of repetitive purchases.

PERSONAL CONTRACTS

Personal contacts include persons within the agency who clarify or provide
information or fromwhomthe incunbent gets approval of substitute itens.
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Dealings with vendors, salesnen, and distributors are for the purpose of
obtaining informati on regarding items,- rice discounts, and delivery schedul es.
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Benchmark 1
PURCHASI NG AGENT AS-1105-6:

SUPERVI SORY CONTROLS:

| ncunbent works wi th supervision available. Supervisor provides detailed
gui dance in acconplishing new work processes. After a period of orientation,

i ncunbent is expected to perform nost informal purchases w thout detailed
i nstruction.

DUTI ES :

At this level, Purchasing Agents purchase a variety of retail itens from

aut hori zed sources through verbal contacts with sales representatives.
Purchases are usually standard retail itens, well advertised and well-known
in the trade. |tenms are available froma nunber of |ocal retailers and are
described by brand nanes. The supervisor explains new assignments to be
acconplished. Guidelines include conmercial registers, vendor catal ogs,
agency catal ogs, and manuals. Purchasing Agents contact requisitioning
personnel within the agency to clarify unclear information or to advise them
of delivery schedules or price changes, and to obtain approval for purchase of
substitute items, and to ensure availability of funds.

Purchasi ng Agents contact vendor representatives to obtain information on itens

or services to be purchased. Wen purchasing new or unfamliar itens, purchase
information is discussed wth the supervisor to obtain approval. After approval
from the supervisor, a verbal commtnent is ‘nade with a witten confirmation by
followup purchase order.
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PURCHASI NG AGENT AS- 1105-7:
KNOALEDGE REQUI RED BY THE POSI TI ON:

- Knowl edge of agency rules, regulations, practices, procedures, and techniques
relating to the purchase of a wide variety of commercial itens as well as of
sonme technical itens (for exanple, auto parts, aero club supplies, specific
cuts and grades of neats, and wines or liquors that are readily identifiable,
wel I described, and usually available froma nunber of sources).

- Knowl edge of the quality of nerchandi se purchased in order to determ ne
whether an itemis an acceptable substitute and, on occasion, to substitute
one brand item for another based on price or delivery schedule w thout prior
consultation with requesting office.

- Knowl edge of a | arge nunmber of vendor sources as well as skill in locating
new sources of supply.

- Knowl edge of common busi ness practices as they relate to price, discounts,
deliveries, and mechanics of purchasing.

- Knowl edge of basic contracting techniques in order to prepare sinple service
and rental contracts.

SUPERVI SORY CONTROLS:

The incunmbent works under the general supervision of a higher-Ilevel supervisor
usi ng experience and judgnment in order to independently performdaily work
assignments . In the case of unusual, new, or precedent-setting situations,
supervi sory assistance is avail able.

The incunbent independently schedul es and perforns daily work assignnents
based on priorities.

The incunbent independently commits agency to the purchase of standard itens
Wi t hout prior consultation wi th supervisor.

GUI DELI NES:
Agency regul ations and state |aws as well as past precedents.

-A [ arge nunber of comercial registers of business concerns, vendor catal ogs,
agency catalogs, price lists, and public classified directories.

COVPLEXI TY:

Met hods used in purchasing nmerchandi se are generally repetitive and restricted
to a few techniques; that is, informal verbal purchasing and sinple formal
witten contracts or requests for bids.

Judgnent is often required in determ ning whether price, quality, or delivery
date should be given priority consideration in awarding purchase.
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PURCHASI NG AGENT AS-1105-7: (cent’d)

Some difficulty is encountered in determning what is to be purchased and when

it Is needed. Purchasing Agents nust keep abreast of the schedule of activities

and parties to take place as well as nmintaining close contact wth supply
personnel to be certain that all required itens are avail abl e when needed.

| tens purchased are primarily comrercial in nature (for exanple, supplies,

equi prent, and food). They are well advertised, readily identifiable, usually
plentiful in supply, and off-the-shelf rather than made-to-order goods.
However, on occasion, the incunbent nust purchase technical itens such as
parts for maintenance and overhaul of aircraft and autonobilies, select cuts
of neats, and specialized liquor itenms (that is, wines and |iqueurs).

PERSONAL CONTRACTS:

Personal contacts are with a wde variety of persons within the agency in
order to clarify or provide information on itens to be purchased and to di scuss
substitute itens.

Contacts are wth nenbers of commercial sales organizations in order to obtain

information on itens, prices, or delivery dates and to discuss price quotes
t hat appear out of line with previous purchases.
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Benchmark 2
PURCHASI NG AGENT AS-1105-7:

SUPERVI SORY CONTROLS:

Wor ks under general supervision of a Supervisory Purchasing Agent or other

hi gher - grade enpl oyee who nmakes general assignnents and rates performance in
terns of efficiency and effectiveness of acconplishment. Wrk is perforned
wthin well-defined guides that are usually applicable. Based on experience,
judgnment, and discretion, incunbent makes decisions as to interpretation of
written guides. Supervisor is available to solve unique and unusual problens.

DUTI ES :

Serves as Purchasing Agent to procure any conbination of the follow ng:
supplies, equipnent, food, liquor, and services. Procurenent is acconplished
primarily through informal, open-nmarket purchase nethods including sinple
formal solicitation of quotations and preparation of purchase order, bl anket
purchase order, and purchase request. Cccasionally, the incunbent is required

to use formal purchasing nethods, which usually consist of providing in a
standardi zed format the necessary information for the purchase action. |t enms
purchased are usually standard commercial itens, not always |ocally available,
and sonme technical itens described by term nology used in the industry and
under stood by the general public.

Revi ews and processes requests for purchases. Determ nes that requests neet
procedural and regulatory requirenents including fund citation and are the

appropriate price. Researches catal ogs, brochures, correspondence, and other
appropriate reference nmaterial to find potential suppliers.

Det erm nes proper and nost advantageous mnet hod of purchase. Consults wth
bi dders, prinarily by telephone, as to availability of itens, price, delivery

time, and discount. Ensures that specifications of itens are adequate, conplete,
and preci se.

Keeps current on prices of a large nunber of supplies and nerchandi se purchased.
Notifies requester of any appreciable price variances. Contacts vendors and
orders all foods and sundry itens, office supplies, and other nerchandise from
sel ected sources. Based on own know edge and records, reviews party sheets

and special activities schedule to ensure that an adequate anount of nerchandise
I s avail abl e when required.
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DoD NAF ADM NI STRATI VE SUPPCORT
JOB- GRADI NG STANDARD
RECEPTI ONI ST AS-0304-0

TYPI CAL DUTI ES AND RESPONSI BI LI TI ES:

Receptionists are usually located at primary points of contact or in access to
bui I dings or offices (for exanple, main public entrances), where there is a
denonstrated need to provide information, to give directions, to regulate
visitor traffic, and to conserve staff tine of technical personnel.

Receptionists are primarily responsible for giving information, usually in
person but also frequently over the tel ephone, in response to inquiries con-
cerning the identification, [ocation, and general responsibilities of organiza-
tions, functions, prograns, activities, operations, and personnel of the

organi zation and offices. The work sonetinmes includes the scheduling of

appoi ntments, the conposition of routine requests, transmttal, and acknow

| edgenent letters and nenoranda, and the performance of other clerical duties
incidental to the Receptionist’s function.

Al t hough inquiries cannot always be anticipated, the kinds of questions nost

of ten asked depend prinmarily on the nature, variety, and objectives of the

prograns that the organization or office adm nisters, the major interests of

its principal clientele, and the purpose for which the position was established.

Al t hough the Receptionist covered by this standard is required to give reasonable
attention to details surrounding personal visits, the Receptionist is not T
required to performthe type of duties inherent in secretarial positions.

The work usually requires the maintenance of up-to-date |ocator records and

directories, building layouts, and other simlar guides and frequently includes
t he mai ntenance of records of visitors and inquiries.

Public contact responsibility is especially inportant in Receptionist positions.
The Receptionist frequently is the first, and sometimes the only, point of
contact in an organization or office, and is required to receive calls and

visitors courteously, ask pertinent questions (if necessary) tactfully, and
give information and directions clearly.,

| ncunbents of these positions may also performmnor clerical duties as required.
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RECEPTI ONI ST AS- 0304- 3:
Positions classifiable at this |evel have the follow ng characteristics:

-The inquiries received and information given are consistently routine
and repetitive, sinple and specific, and usually relate to office |ocations
and nunbers, telephone extensions, and nanes and |ocations of key personnel
and other simlarly readily available and unconplicated factual information.

-Ordinarily, the organization or office served has few organizational

segnents, elenents, or programunits, and the nunber of key personnel and
officials served is conparatively small.

-The unit or units served are of relatively stable organization, having
so few or such mnor reorganizations or changes as to have little or no effect
on individual Receptionist activities (that is, only occasionally are there

rel ocations of offices or changing of telephone nunbers, office |ocations, and
key personnel.)

-The offices and buildings served are so laid out as to create no probl ens
or few mnor ones in directing visitors and providing information on the |oca-
tion and dispersion of activities or personnel.

The know edges, abilities, skills, and other qualities required at this |evel

are a working know edge of the organization or office served and sone under-
o standing of its activities and functions; an ability to understand, use, and

mai ntain directories, personnel lists and other guides and references; a good

speaking voice; a nornmal degree of tact and courtesy in public contacts; and a
retentive m nd.

RECEPTI ONI ST AS-0304-4:

Positions classifiable at this |evel have the follow ng characteristics:

Situation |I:

-The inquiries received and the information given vary and are frequently
routine and recurrent, but in many cases consistently require devel opnent
t hrough questioning of the exact nature of the inquiry and the follow ng
through on inquiries which are indefinite, uncertain, or inaccurately stated,
on the basis of the nature of inquiries and the judgnent of the Receptioni st
i n individual cases.

-Ordinarily, the office or organization served has several elenents,

segnents, or program units, and the nunber of key personnel and officials
served is relatively |arge.

-There are occasional reorganizations and changes requiring few or mnor
adjustnents in individual information clerical activities and services or
creating few or mnor recurrent problens in the direction of visitors and

provision of information; or, when frequent nmmjor changes and reorgani zations
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RECEPTI ONI ST AS-0304-4:  (cent’ d)

occur, they do not have a significant effect on individual receptionist activi-
ties, do not require continuing adjustnents in records or services and do not
present significant problens in the direction of visitors and provision. of

i nformati on. For exanple, there are only occasional |arge-scale novenents of

personnel or offices wth attendant changes in phone nunbers, room nunbers,
and key personnel.

-The offices and buildings served are so laid out as to create recurring

problens of relatively substantial difficulty in the direction of visitors and
the location of functions and personnel.

Situation 11;:

-The inquiries received and the information given are consistently routine

and repetitive, largely related to office |locations, telephone extensions, and
nanmes and |ocations of key personnel.

-Ordinarily, the organization served has nunmerous and extensive organiza-
tional segnents, elenments, or programunits, and the nunber of key officials
and personnel served is very |arge.

- Frequent and extensive changes and reorgani zati ons occur, involving
relatively large-scale novenents of functions and personnel and presenting

maj or or continuing problens in directing visitors, providing information, and
adj usting information receptionist services.

-The offices and buildings served are so laid out as to create relatively
maj or problens in directing visitors and providing information.

The know edges, abilities, skills, and other qualities required at this |evel

are a general know edge of the organization or office served and a good know edge
of the location of organizational units, functions, and key personnel; as

required by the work situation, a famliarity with the nature and availability

of publications, fornms, and other general informational material distributed

by the organization; an ability to understand, use, and nmaintain directories,
personnel |ists, and other guides and references; a speaking voice of pleasing
quality and clear enunciation; a degree of tact, courtesy, poise, alertness,

and good judgnent, which are needed in carrying on public contacts of a relatively
routine, factually centered nature; and a retentive m nd.

RECEPTI ONI ST AS-0304-5;
Positions are classifiable at this |evel when

-the inquiries received and information given vary w dely, include the
range and variety of inquiries and information characteristic of |ower |evels,
but in a majority of cases consistently require the explanation in general
terns of functions of the organization served, to distinguish for visitors and
cal l ers anmong and between functions related to the subject of the inquiry, or
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RECEPTI ONI ST AS-0304-5:  (cent’ d)

to resolve confusion surrounding the inquiry; the evaluation of inquiries in
order to provide the nost useful and appropriate information applicable to the

nature and subject of the inquiry; and the resolution, by personal inquiry, of
i nconsi stencies in available information.

-ordinarily, the organization served has nunmerous and extensive el enents,
segnents, or programunits and the nunber of key personnel and officials
served is very |arge.

-frequent and extensive changes and reorgani zati ons occur, involving
| ar ge-scal e changes in functions, relocations of personnel, and novenent of
offices, creating major and continuing problenms in directing visitors and

providing information, adjusting information receptionist services, and nmain-
tai ning records.

-the offices or buildings served are so laid out as to create relatively
maj or problens in directing visitors and |ocating functions and personnel.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
SAFETY AND SECURI TY TECHNI Cl AN AS- 0085-7

EXCLUSI ONS:

-Positions of security guards, gate guards, identification checkers, exchange
detectives, and others which enforce physical security controls but do not

al so include responsibility for determning the propriety of docunentation;
eval uation of internal controls; applying a know edge of comercial and ot her
shi pping fornms, procedures and reqgul ations peculiar to the processing of

mer chandi se; or for the use of merchandise accountability control records and
procedur es.

-Positions in which the primary responsibility is the maintenance of physica
security or traffic control.

Physical security work and Safety and Security Technician work differ in

several respects. Safety and Security Technicians are involved in the devel op-
ment or application of loss prevention methods, procedures, records, reports,
and forns used to ensure that all nerchandi se received, stored, and shipped is
adequately controlled, secured, and accounted for and all docunentation is
properly processed. The know edges and abilities required are different from
those required strictly for enforcenent of physical security or traffic control,
normal | y conducted by security and gate guards or identification checkers.

OCCUPATI ONAL | NFORMATI ON.

The incunbent assists managenent in the safeguarding of |arge amounts of both
fixed and transient assets through continual surveillance to detect theft or
other illegal “or dishonest acts. The incunbent establishes and inplenents an
effective safety and security program designed to pronote enpl oyee safety and

health, deter acts of dishonesty, accidental injury, and naintain internal
controls.

Safety and Security Technicians look for and report on unsafe nechanical and
physi cal conditions and work practices bordering on carel essness or negligence
that may involve injury to persons or damage to property, or both.

Security work is perforned in connection with the receipt, storage, and shi pment
of merchandi se and fixed assets. The processing of nerchandise may include

the review of docunmentation involved to determne its validity, accuracy, and
proper handl i ng.

Safety and Security Technicians prepare reports pertaining to incidents and
acci dents; gather facts and evidence on incidents involving dishonest acts;

and maintain close liaison with supporting | aw enforcenent and fire and safety
officials to ensure appropriate actions.
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SAFETY AND SECURITY TECHNI Cl AN AS-0085-7: (cent’ d)

EVALUATI ON CRI TERI A:

Sonme of the criteria considered pertinent in the evaluation of duties and
responsibilities outlined in this standard are considered bel ow

Nat ure and degree of potential hazard or risk to property by theft, inproper
handling, or neglect; to enployees through inproper use of equipnment and
safety procedures; or to the Safety and Security Technician hinself during the
enforcenent of security neasures.

Nat ure and variety of security devices, regulations, guidelines and energency
procedures avail able that the Safety and Security Technician nust control and
enforce and the anount of judgnment in applying these regul ations and gui del i nes.

The extent of supervision inmediately available; the inpact of decisions and
comm tments nmade (for exanple, decisions result in inprovenent of safety
procedures); and the frequency of reports and docunentation required (for
exanpl e, daily reports versus weekly or nonthly reports) are all significant
in the determnation of the proper grade |evel.

Al t hough only one grade level is described, positions that fall bel ow the
| evel s of the functions and responsibilities contained in the standard or

positions established to provide on-the-job training shall be classified at
—z | ess than the AS-7 |evel.

Wth a mni mum amount of supervision, Safety and Security Technicians maintain

continual surveillance to detect or prevent illegal or dishonest or unsafe
acts. They attenpt to identify situations that are conducive to | oss and
| ndi vidual s who are suspected of illegal or dishonest acts.

Safety and Security Technicians patrol buildings and grounds on foot or by
vehicle to detect and investigate abnormal situations and conditions. They

mai ntai n continual surveillance over the areas being protected, noting the
movenent of persons, vehicles, and material. They imediately investigate
abnormal situations and conditions (for exanple, a broken wi ndow, an unl ocked
door, power failure in a warehouse area, a speeding vehicle, or an abandoned
vehicle). They scrutinize the novenents and activities of suspicious persons,

and, if necessary, detain such persons and notify installation security personnel.

| ncunbents routinely

-review receiving, storage, and shipping operations to ensure proper
docunentation control.

-review internal and external security controls.

-identify safety and fire hazards.

-detect pilferage or collusion.

.- -conduct safety and security surveys and reconmend appropriate corrective
action.
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SAFETY AND SECURI TY TECHN CI AN AS-0085-7: (cent’d)

-prepare incident and accident reports for losses resulting fromtheft or
injury.

-investigate incidents and accidents and recomend corrective actions to
prevent recurrence.

-nmonitor electronic surveillance devices to evaluate internal controls
and detect dishonest or unsafe acts.

-gat her evidence to support legal action as well as, when necessary,
testify in hearings and court actions.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ON:

Ext ensi ve guides in the form of instructions, regulations, nmanuals, and prece-
dents are applied. The guides and precedents for substantive matters (such as
Cccupational Safety and Health Adm nistration (OSHA)) are in the form of
standards, rules, and principles that are not specific and detailed, and
require considerable interpretati on and adaptation. Extensive review nmay be
necessary to |ocate existing OSHA guides or to verify that no precedent is
available. Quides and instructions pertaining to internal security docunent

flow, storage, shipping, and receiving are provided, but nust be continually
reviewed and adapted to | oss prevention operations.

Positions at this grade level require a good understanding of the existing
operations as well as the capabilities of industrial machinery and usually

i nvol ve use of specialized term nology or a body of |oss prevention principles
and concepts. In order to achieve this expertise in both the safety and
security areas, a period of on-the-job experience, training, or devel opnent
rangi ng from several nonths to approximately 1 year is required.
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DoD NAF ADM NSI TRATI VE SUPPORT
* JOB- GRADI NG STANDARD
SECRETARY AS-0318-0

EXCLUSI ONS:

-Positions involving typing, stenographic, clerical, or general office duties
not perfornmed in the capacity of a supervisor’s personal assistant.

-Clerical or admnistrative positions in which the primary duties are identi-

fied wth an established subject matter series such as Statistical Cerk and
Personnel C erk.

-Positions that involve decisionnmaking in regard to policy and program ques-
tions in the area for which the supervisor has responsibility.

SECRETARY AS-0318- 6:

Under general supervision, the incunbent serves as Secretary to the head of an
organi zation performng a variety of responsible clerical duties involving use
of judgnment, experience, and discretion. The supervisor has responsibility

for a portion of a program and serves as the head of a small organi zation that

may be organized into units. Managenent and administration is not conplicated,
and procedural controls are not extensive.

DUTI ES AND RESPONSI Bl LI TI ES:

-Receives, 1logs, and routes incomng nail, maintaining necessary suspense con-

trols. Reviews outgoing correspondence for correctness of format, spelling,
grammar, addresses, and encl osures.

-May take and transcribe dictation of a difficult nature involving a varied
vocabul ary and frequent use of technical term nology or other unusual words or
expr essi ons. Determ nes correct format and routing of correspondence.

- Types correspondence, reports, and other materials fromrough drafts, including
statistical and financial data. Conposes correspondence from supervisor’s
brief verbal or witten instructions.

-Answers incom ng tel ephone calls and supplies requested information from own
knowl edge or office files, or refers callers to appropriate sources.

-Makes tentative appointnments for supervisor; arranges staff neetings as
required.

-Maintains, on a current basis, various al phabetical and subject matter files,
regul ati ons, manuals, and directives. Posts changes thereto as required.
Conpiles files for narrative or statistical reports from general instructions.
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-Files and processes various docunents relating to the substantive program of
t he organi zation.

-Furnishes, as required, information and guidance to clerical enployees of
| ower grade regarding proper procedures for the preparation of correspondence.

SECRETARY AS-0318-7:

Under general supervision, serves as Secretary to the head of an organization
performng secretarial and adm nistrative duties requiring a substanti al

| evel of judgnment, experience; and discretion. Actively participates in the
organi zation's substantive prograns. The supervi sor heads an organization
having a technical and professional staff or having a | arge nunber of hourly
pai d enpl oyees. Usually the organization is divided into units. Mnagenent
and adm nistration is exercised through subordinate supervisors and is charac-
terized by formal procedures and controls.

DUTI ES AND RESPONSI BI LI Tl ES:

- Recei ves incom ng correspondence; conposes routine correspondence; initiates
replies to routine matters; and refers other inquiries to appropriate staff
menbers or supervisor. Mintains suspense file for specific queries and for
correspondence requiring special followup. Dissem nates requests for inform-
tion fromand to activities and consolidates replies for transmttal to
requesting office.

-May take and transcribe conplex dictation wth varied vocabulary and techni cal
t erm nol ogy. Perfornms responsi ble typing functions to include draft reports

of field visits, conference resolutions and recapitulations, staff mnutes,

and correspondence of a confidential or sensitive nature.

- Revi ews out goi ng correspondence prepared by staff menbers for the supervisor’s
signature. Assures proper presentation, neatness, conpleteness, and adherence
to current regulations and procedures.

-Col lects information, data, and docunentation pertaining to nmajor problem
areas fromstaff menbers and prepares briefing folders with relevant facts
required by supervisor to discuss and resolve problem situations.

- Prepares conference books and rel ated docunentation for neetings and takes
m nutes of neetings.

-Receives and refers telephone calls and visitors. Provides general information
and answers questions pertaining to routine matters. Makes arrangenents for
appoi nt nents and conferences.

-Arranges travel accomodati ons and reservations for supervisor and keeps him
informed on naj or devel opnents while absent from the office. Types travel
orders, expense vouchers, and travel requests for visiting personnel.

-Maintains official files and pertinent publications on a current basis.
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DoD NAF ADM NI STRATI VE SUPPCRT
JOB- GRADI NG STANDARD
SH PMENT CLERK AS-2134-0

SH PMENT CLERK AS-2134-4:
NATURE AND VARI ETY OF WORK

Work consists of a series of procedural and substantive steps that vary in

nature and sequence because of the variations in the particular characteristics
of each case or transaction.

Typi cal assignnents may include nmaintenance of transportation regulation

files, i1ncluding determ ning inpact of revisions upon routing; purchase order
review, with responsibility to make corrections and annotations, as required;
recei pt and preparation of replies to status requests pertaining to purchase
orders and rel ated shi pping docunents; the coding, preparation, and distribu-

tion of shipping |abels; the screening of vendor invoices and bills of |ading;
and the preparation of statistical reports.

NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

Work involving procedural matters is routinely subject to general admnistra-

tive and technical review Any assignment dealing with substantive clerical
matters receives close technical review.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

Numer ous gui des, instructions, regulations, manuals, and precedents are applied.
The gui des and precedents cover procedural and substantive matters and are in
the formof regulations, policies, and precedents applicable to problens that
are rather clearly within the coverage of the guides, but that require sone
adaptation and interpretation of the guides. Extensive searching nmay be
necessary to |ocate the guide applicable to a specific substantive problem

This grade level is characterized by significant problens in deciding anong
several applicable precedents or guides.

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

Subj ect matter know edges are nonsubstantive in nature (of a general body of
knowl edge of an academic area; of the organization’s prograns and operations;
or of a body of principles and concepts) and are in addition to the required
know edge of procedures, regulations, guides, and instructions.
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SH PMENT CLERK AS-2134-5:
NATURE AND VARI ETY OF WORK:

Assignnments require a good know edge of organi zation transportation policies
and directives and sound judgnent in the application of governing directives.
The work consists of conplex, substantive clerical transactions involving

w del y varying procedures and st eps.

Typi cal assignnments may include

-receiving, reviewing, and acconplishing authorization requirenents for
all transportation and storage of househol d goods and personal effects for
organi zation personnel; receiving and reviewing travel orders and routine
requests presented by incom ng and outgoing personnel to determ ne shipping
and storage entitlements for househol d goods; furnishing guidance and assi stance
regardi ng packing, crating, drayage, storage, transportation, and handling of
househol d goods and personal effects; determ ning authorized transportation
services and arranging with commercial carriers and contractors for routine
services; preparing transportation docunents on overseas shipnents of household
goods and personal effects; and processing requests and applications for the
transportation and storage of househol d goods and personal effects.

-devel opi ng, assenbling, and nmaintaining statistics and records, e.g.,
shi ppi ng, tonnage, distribution, and traffic flow, for use in the analysis of
transportation novenents and the negotiation of inproved carrier service and
rate adjustnments.

-mai ntai ning record control systens which reflect the disposition or
status of shipnment actions.

NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

Substantive work is subject to admnistrative and technical review, which
generally includes at |east periodic spot-checks on a daily basis to ensure
observance of instructions.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The position may require substantive know edge in which the incunbent is
responsi bl e for acconplishing work requiring an extensive search to |ocate
precedents to be used as guidelines and for selecting the nost appropriate
precedent. The incunbent nust determ ne what precedent sets forth the proper
principle to be applied in each probl em case.

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

Subj ect matter background nust enable the incunbent to use a wide variety of
reference books on a regul ar basis.
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SH PMENT CLERK AS-2134-6:
NATURE AND VARI ETY OF WORK:

Work consists of a series of extensive procedural and substantive steps that

vary in nature and sequence because of the variation in the particular charac-
teristics of each case or transaction.

Typi cal assignnents may include

-processing clainms against vendors, ports, or carriers pertaining to the
procurenment of nerchandi se, equi pnent, or supplies; and maintaining followp
to ensure pronpt finalization of claimaction; preparing action correspondence
agai nst vendors for correction of marking, documentation and shipping discrep-
ancies reported by carriers, or ports and inspectors; and issuing clains
docunentation to recover repacking costs from vendors and maintaining followup
to ensure conpliance, and conpiling a variety of statistical reports concerning

cl ai ms, packing of cargo by commercial packers, and other related data required
for special projects and studies.

-review ng, analyzing, and devel oping statistical data concerning tonnage,
cargo, traffic patterns, and vehicle utilization.

-recei ving and screening shipnent status inquiries and determ ni ng appro-
priate action.

NATURE OF SUPERVI SORY CONTRCL EXERCI SED OVER WORK:

Work is performed subject to general adnministrative review. Technical review
consi sts of occasional cursory spot-checks of conpleted actions. The incunbent

s judged primarily on the ability to conplete the work promptly and to i ndepen-
dently solve unusual and difficult problens.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The Shipment Clerk at this [evel nust have a good know edge of precedent
actions and of less frequently used policies and regulations as reflected in
the incunbent’s ability to take proper action on difficult transactions. In
addition, the incunbent nust be famliar with the work of the entire work
unit.

SUBJECT MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

The body of subject matter know edge applied is simlar in nature to that at
the next |ower grade |level but is nore extensive and conplex. A know edge and

under st andi ng of the subject matter involved is required to enable the i ncum
bent to understand and use the technical termnology involved in’ transporta-
tion work.
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SHI PMENT CLERK AS-2134-7:
NATURE AND VARI ETY OF WORK

Wrk requires the coordination of a series of extensive procedural and sub-
stantive steps that vary in nature and sequence because of the variations in
the particular characteristics of each case or transaction.

Typi cal assignments may include

-mai ntaining required statistical data for the control and anal ysis of
supplies and equi prent destined for overseas shipnent.

-revi ewi ng purchase orders for consistency and conpl eteness of data as to

Free On Board (FOB) terns, packing, weight, proper commodity classification,
and water commodity code.

-auditing freight charges of airlines, express conpanies, freight forwarders,
railroads, and trucking conpanies; and referring to published tariff schedul es
and checking propriety of classification, carrier node utilized, and routing
of shi pnent.

NATURE OF SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

At this level, there is virtually no technical review of procedural assignnents,
but there is general review of substantive nonroutine clerical assignnents.

AVAI LABLE GUI DELI NES AND | NSTRUCTI ONS:

The Shipment Cerk at this |evel nust have a conprehensi ve knowl edge of precedent
actions and pertinent rules and regulations. Admnistrative decisions are

made pertaining to action to be taken on very difficult transactions by applying
experienced judgnment and broad knowl edge of all phases of transportation.

SUBJECT- MATTER AND PROCEDURAL KNOW.EDGE REQUI RED:

The body of subject matter know edge required is extensive and conplex as it
relates to all functions of transpor.tation. The incunbent is famliar with

the work done in the different work units as the incunbent frequently provides
assi stance in various specialized functions. This support-type work is |limted
to technical admnistrative functions only as it relates to the incunbent’s

own work.
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DoD NAF ADM NI STRATI VE SUPPCRT
JOB- GRADI NG STANDARD
STATI STI CAL CLERK AS-1531-0

STATI STI CAL CLERK AS-1531-5:

NATURE AND VARI ETY OF WORK:

Assignments are of a recurrent nature, usually on a continuing workfl ow basis,
and are concerned wth a small nunber of statistical items, with little or no
variation in the kinds and types of itenms or in the way they are reported on;
the instructions and procedures used are limted and well standardized, as are
t he sequences of statistical operations.

Basic reporting practices are well established, with little or no variation
from one reporting period to another; the classifications and definitions of
itens reported on are well defined, are easily applied, and do not vary.

Source data fornms are few in nunber, are limted in variety and purpose, have
been in standard use over a long period of tine, are constant in format “and
content, and require only straight arithnmetical cross-checking of parts to
determ ne consi stency of statistical data reported.

Searching of primary and secondary sources is based on specific and well-
defined instructions from the supervisor and requires the location and abstrac-
tion of data are usually readily identifiable and directly conparable on the
basis of subject, unit or itemclassification, and .time peri od.

Patterns for conpilations or tabulations are standardized, well established,
and relatively sinple in format, design, content, specifications, elenents,
details, and purpose.

SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

The supervisor gives specific oral or witten instructions wi th assignnents,

i ndicating the desired formin which the data are to be presented, the sources
of figures and information, the conputations to be used, and procedures to be
foll owed.  Spot-checks are nade during assignnments to assure that instructions
are being followed. Review is usually nade of conpleted assignments to check
accuracy of conputations, adherence to instructions for formand nethod of
presentation, and neatness and general acceptability.

GUl DELI NES FOR PERFORVMANCE OF WORK:

CGui del i nes available for the performance of work are applicable to all assign-
ments at this |evel.
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STATI STI CAL CLERK AS-1531-5: (cent’d)
PERSON- TO- PERSON WORK  RELATI ONSHI PS:

Work relationships are nmaintained with other Statistical Cerks or clerical
personnel for the purpose of verifying, checking, or proofing conpleted work,

of securing figures or data necessary in the assignnments, or of carrying out
joi nt assignnments.

STATI STI CAL CLERK AS-1531-6:

NATURE AND VARI ETY OF WORK:

Assignnments normally are of sufficient variety over a period of tinme to require
the cyclical or noncyclical application of one conprehensive body or several
bodies of different, and sonewhat related, instructions and procedures in
carrying through processes and operations in the conpletion of assignnents;

t he sequence of operations may vary from one assignnent to another; or, from
time to time, although the basic reporting formand the purpose remain the

same, new itens may be introduced with or without the deletion of sone other
i tems.

Basic reporting practices vary sonewhat fromone period to another, or within
one reporting period vary sonmewhat anong offices of origin or respondents; and

classifications and definitions are fairly well standardized but are subject
to sone change fromtinme to tine.

Source data fornms are not consistently uniformas to nunber, purpose, or data

or itemcontent; and may be revised fromtine to tine to reflect new regul ati ons,
changes in the character of reporting sources, nodifications in statistica
procedures or operations, or related reasons.

Searching of primary and secondary sources is based on general instructions
fromthe supervisor and requires the location and adjustnment of data from
readily available sources; the data may require sone conversion, adjustnent,
and reworking as directed by the supervisor.

Conput ations of statistical measures are characterized by the follow ng:
- Most measurenents require sinultaneous consideration of different val ues.
-Initial instructions and procedures are prescribed for the application
of alimted set of statistical measures but are not reduced to a worksheet

format showi ng specific operations when the sanme type of cal culation nust be

applied to different variables, numerous classes, or other frequency distribu-
tions.

SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

The incunbent works under the direction of a supervisor who nakes assignnents
on a day-to-day basis or controls assignnents on a continuing basis.
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STATI STI CAL CLERK AS- 1531- 6: (cent’ d)
Spot - checks are occasionally nade of work in progress.

The supervisor is available for guidance and advice on problens not covered by
i nstructions .

Conpl et ed assignnments are reviewed for adherence to instructions and accept -
ability.

GUI DELI NES FOR PERFORMANCE OF THE WORK:

Gui des have general application in all instances, but require adaptation from

time to tinme in determning appropriate order or sequence of operations or steps
necessary to the conpletion of the assignnments.

PERSON- TO- PERSON WORK  RELATI ONSHI PS:

Wth other Statistical Cerks or clerical personnel to check, proof, or conpare

conpl eted work, to secure figures or data necessary in the assignnments, or to
carry out assignments.

STATI STI CAL CLERK AS-1531-7:

NATURE AND VARI ETY OF WORK:

Positions at this grade |evel are characterized by the performance (individually
or wwth the assistance of one or two Statistical Cerks in a |ower grade) or
work of a level where nost, but not necessarily all, of the assignnents are
typically represented by the foll ow ng:

-Assi gnnments frequently are of a nonrecurrent nature, involve application
of standard, general, or specific instructions, but require the working out of
specific nmethods, procedures, steps, and sequences of operations applicable to

the assignnents and to the individual problens encountered as the work pro-
gr esses.

-Basic reporting practices require that the incunbent standardi ze data
according to established rules and personal know edge of the subject matter
field and the form of presentation; recognize interchangeability and duplica-
tion of data in reporting forms and in tabulations; and exam ne results or
devi ati ons from accustonmed patterns.

-Source data forns often vary in format, purpose, and content from one
assignnent to anot her dependi ng upon desired statistical treatnent of the
data; and frequently require detailed cross-checking of parts to determ ne’
interrel ati onships or consistency of reported data or final tabulations.

-Searching of primary and secondary source data usually requires the
prelimnary evaluation of the currency, pertinency, and usability of selected
data; searching occasionally requires |ocation fromreadily avail abl e sources -
but usually involves data which in thenselves are not directly conparable or
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STATI STI CAL CLERK AS-1531-7: (cent’d)

conpletely identifiable in their original formand require conversion, adjust-
ment , and refinenent.

-Patterns for conpilation or tabulations nust frequently be devel oped for
i ndi vi dual assignnents to accommobdate the scope of coverage, detailed treatnent
required, and end use of the data.

-Conmput ations of statistical nmeasures are characterized by a m ninmum
amount of instruction in the use of a limted variety of statistical processes

in which the incunbent is expected to carry out a substantial part of the
conpl ete process invol ved.

SUPERVI SORY CONTROL EXERCI SED OVER THE WORK:

The incunbent works under the direction of a supervisor who makes initial
assignnents and gives general instructions as to the purpose of the assignnent,
form of presentation, and its ultimte objectives.

The supervisor provi des gui dance, as requested, on such points as interchange-
ability of data, transmutation of units, and conversions during the progress
of assignnments and reviews conpleted work for |ogic, adequacy, conpleteness,
and form of presentation.

Wrk is reviewed for application of proper techniques, consistency, adequacy
of coverage, and conformty wth procedures.

GUl DELI NES FOR PERFORMANCE OF THE WORK:

Guidelines available at this level are either general in nature or consist of
a variety of basic procedures, instructions, and reporting practices; the
| ncunbent determnes how to apply working details.

RECOVMENDATI ONS, DECI SI ONS, COVMM TMENTS, AND CONCLUSI ONS:

The enpl oyee, subject to supervisory approval, is responsible for decisions
made in solving questions of doubtful or unreasonable entries, in selecting
shortcuts in obtaining needed information, in deciding upon inclusion or
exclusion of data fromreports, and in actions taken to maintain continuity of
data when different parts of assignnents are perforned concurrently.

PERSON- TO- PERSON WORK  RELATI ONSHI PS:

-Wth other statistical unit personnel to secure or furnish information or
data, reports, and previous conpilations.

-Wth professional personnel to secure or discuss additional subject matter
information or instructions during the progress of the assignnents or to

present for approval suggestions in the conputation or calculation of their
dat a.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
SUPPLY CLERK AS-2005-0

EFFECT OF AUTOVATI ON ( AUTOVATI C DATA PROCESSI NG SYSTEMS) ON SUPPLY CLERK
PCSI TI ONS:

In an automated inventory system Supply Cerks nust have sufficient know edge

of the nechani zed programto apply the coding structures for specific nerchandise
actions, and, in some situations, to know when and how to introduce information
or nmerchandise actions into the conputer.

| ncunbents are not generally required to know how to operate the conputer
equi pment, nor do they typically have any responsibility for programm ng or
for adjusting the equi pmrent when errors due to mal functions are di scovered.

Routine inventory actions, unconplicated by errors, are nachine processed and

| npose no additional burden on the Supply Cderk. Mny clerks, however, are
concerned alnost entirely with actions of high priority or actions that were
rejected by the conputer for various reasons. These include errors of coding,
unit of issue or quantity, inadequate identification, nonavailability, and
shipment of wong items. Such errors nmay occur during the input state or at
any point in the procurenent and distribution cycle; they may be keypunch or
dat a- processing errors or failures that devel oped within the data processing
element. The Supply derk shall determ ne the cause and correct the errors

and shall choose the appropriate nmethods by which the conputer will restart

the proper flow of information. This may involve the use of one or nore card
formats and one or nore coding patterns; and decisions as to where the inforna-
tion nust be restarted or what information nust be deleted fromthe conputer’s
menory (such as, suspended files to be cleared, balances in one account to be
reduced while others are to be increased, and cancelled actions to be reinstated).

Resol ving such errors requires one or both of the follow ng:

- Knowl edge not only of inventory managenent procedures but also of the
di stribution procedures of the serviced organi zational elenents.

- An under standi ng of the mechani zed prograns and coding structures to
identify the errors, to reintroduce the rejected actions, to follow through
for meeting the requisitioner’'s needs, and to assure nanagenent control and
proper inventory accounting.

-Work related to an automated inventory nmanagenent system per se does not
make a job nmore difficult. Rather, it is the nature of the assignnent and the
| evel of responsibility required that are significant in determning the |evel
of difficulty of a position. These characteristics are spelled out at each
grade |level of this standard.
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SUPPLY CLERK AS-2005- 3:
Typi cal work assignnments at this grade |level follow

RECORDS Al NTENANCE: (a) processing inventory managenment docunents that are
aut hori zed and standard as to format; (b) extracting information from standard
i nventory action docunents and other reference material; furnishing data and

| istings of authorized substitute itenms, when data selected are readily
recogni zed in one formor another, and posting data to established records;

and (c) making, extending, and totaling conputations, which include adding and
subtracting inventory quantities, conputing total costs and averages, and

rel ated conputations involving the arithnetic processes of addition, subtrac-

t ion, nmultiplication, and division.

FORMS PREPARATION:  preparing standard authorized inventory control forns for

mer chandi se, supplies, and equi pnent obtained through regular supply channels
in the system

BACK- ORDER FI LES MAI NTENANCE: (a) maintaining files in established sequence;
(b) reviewing additions to files and back orders by checking identification

and quantity of nerchandi se requested to ensure that nerchandi se requests are
not duplicated or maintained in files for over-specified tine periods; and (c)
revi ewi ng back-order requests upon receipt of renewal requests or when shi pping
data permts and rel easing back-order requests for wvouchering and shipnment on
notice of inventory availability, based on priority or shipnent date.

STOCK LEVEL MAI NTENANCE: (a) review ng stock records per required review
period to determ ne inventory anount needed to neet established requirenents;
and (b) determning inventory anount required to replenish accounts based on

stock quantity on hand, due in, and due out and by conparison wth authorized
stock | evels.

| NVENTORY ADJUSTMENT:  conparing counts on inventory forms with stock record
bal ances and requesting itemrecounts when bal ances are in di sagreenent.

RECEI PT CONTROL: (a) preparing receipt docunment records when data sel ected

are indicated clearly on copy of docunent as captioned, nunbered, circled, or
checked; and (b) conducting followup on recei pt docunents by preparing standard
formletters when not received within prescribed tinme periods.

EDI TI NG (a) verifying information on inventory action docunments by conparing
wi th furnished and readily available information sources; and (b) correcting

di screpanci es detected in docunents and inventory listings to agree with
source material.
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SUPPLY CLERK AS-2005-4:
Typi cal work assignnents at this grade |level follow

RECORDS MAI NTENANCE: (a) processing standard inventory action docunents

being used for nore than one purpose; (b) extracting information from electrica
accounting machine reports, master data change notices, contracts, and docunents
when data are not readily recogni zable and recording entries for posting; and

(c) establishing records for inventory itenms not recorded previously by referring

to original sources for accuracy of nonmenclature, issue unit, commodity class,
and commodi ty group.

FORMS PREPARATI ON: (a) selecting and preparing inventory control forns, which
i nvol ve a nunber of considerations as indicated in specific reference materi al;
and (b) considering inconplete information on inventory action docunments and

control forms, which requires determ nation of source, supply channels, and
regul atory requirenents.

BACK- ORDER FI LES MAI NTENANCE: (a) determning priority for release of back-
order inventory by considering such factors as date itens nust be received,
due-in date, and shipnent tinme; (b) releasing back orders by taking secondary
mer chandi se actions governed by specific control references that define appro-
priate action; and (c) initiating action to expedite procurenent.

STOCK LEVEL MAI NTENANCE: (a) revising requisitioning objectives for authorized
“recurring-request” itenms and for decentralized itens processed for replenish-
ment; (b) adjusting replenishnent |evels needed to keep inventory position
current for requested itens by applying readily available and specific procedures
and using such known factors as issue experience, seasonal demand changes,

mandat ory all owances, and naintenance levels; and (c) recommendi ng di sposa

action or stock | evel changes for slow noving or dormant stock.

| NVENTORY ADJUSTMENT: (a) conducting selective initial investigation of
history and itemrecord bal ances not agreeing with inventory counts and having
a few inventory actions; (b) conparing item quantities with predeterm ned
control factors to determ ne whether discrepancies should be investigated and
when itens authorized for issue are non-critical and have | ow nonetary val ue;
and (c) correcting routine discrepancies.

RECEI PT CONTROL: (a) processing receipt transactions simlar to those previously
encountered, characterized by inventory authorizations that clearly identify

and indicate quantity due, inspection and consignment sites, and instructions;

and (b) taking specific action in rejecting duplicate shipnents and overshipnents
or in directing nerchandi se to assenbly or storage area.

EDI TI NG editing requests for authorized itens of issue in one or nore commodity
cl asses for accuracy and presence of stock nunbers, nonenclature, authorized

substitutes, authorized allowances, basis and authority, and conpliance with
establ i shed regul ations.
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SUPPLY CLERK AS-2005-4: (cent’d)

MATERI AL REQUI REMENTS MAI NTENANCE: (a) processing planned inventory require-
ments by transfers of available stock to holding accounts where coding trans-
actions to reserve stock are limted in nunbers; (b) substituting itens

aut hori zed and indicated on inventory record cards or obtained from catal ogs
or manuals; and (c) furnishing to requisitioners factual stock availability

i nformation obtained frominventory record cards, back-order files, or other
avai | abl e sources.

SUPPLY CLERK AS-2005-5:
Typi cal work assignnents at this grade |evel follow

STOCK LEVEL MAI NTENANCE: (a) establishing and revising requisitioning objec-
tives for recurring and nonrecurring authorized itens obtained through the

i nventory nmanagenent system and for decentralized itens procured initially for
repl eni shnent; (b) recogni zing need for, establishing, and adjusting replenish-
ment |evels to keep stock position current; (c) selecting applicable procedures
and fornmulas in establishing levels for nonrecurring itens, itens not carried
previously, and locally procured items having few [imtations on quantities to
be stocked; (d) neking determnations that are affected by such factors as
estimates furnished by requisitioners, previous requests for simlar stock,

and demand of wusing organizations; and (e) initiating disposal actions and

i nventory |evel changes on slow noving or dormant itens.

| NVENTORY ADJUSTMENT: (a) conducting investigations of history and record

~ bal ance not agreeing with inventory counts of stock itens authorized for issue

i nvolving few areas of error; and (b) nmaking detailed conparisons with avail able
i nformation sources in tracing transactions through previous actions to resolve
errors detected during investigations and to determ ne causes of discrepancies

and adjustnents necessary to bring stock records into agreenent with inventories.

RECEI PT CONTROL: review ng receiving inspection reports for discrepancies as
to quantities, substitutes, inconplete shipnments, nonconpliance wth container
mar ki ng specifications, and overages exceeding quantity clause limtations.

EDI TI NG (a) editing varied requests for authorized issue itens of principal
itens in one or nore commodity classes for accuracy and presence of stock
nunbers, nonenclature, authorized substitutes, authorized all owances, basis

and authority, excess allowances and justifications, and conpliance wth
directives; (b) interpreting selected reference sources and using nore than

one catal og systemin nmaking corrections to inventory requests; and (c) changing
requests in excess of authorized allowances; and (d) determning and initiating
secondary inventory actions.

REQUI REMENTS MAI NTENANCE:  (a) processing planned inventory requirenments

covering one or nore commodity classes of authorized itens for issue; (b)
maki ng continuous history followups on inventory activity; and (c) recom
mendi ng action on problens encountered in the receipt or issue of planned
itens .

4-187

AT,



DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
SUPPLY CLERK (1 NSPECTI ON) AS-2005- O

SUPPLY CLERK (I NSPECTI ON) AS-2005- 6:

NATURE AND VARI ETY OF WORK:

At this level, enployees conduct, under general supervision, visual inspec-
tions of nerchandi se. | ncunbents visually inspect itens being processed for
count, identification, obvious damage such as nicks, dents, bends, tears,
scratches, and fractures and poor workmanship, material, and finish. They

i nspect the unit package for required preservative application, wapping,
cushioning, and sealing of packages; ensure that nerchandi se and materi al
conformto requirenents and specifications; and bring to the attention of the
supervisor itens that do not conform

SUPERVI SI ON RECEI VED:

Wor k assignnments and procedures are prescribed. The supervisor gives detailed
i nstructions concerning all phases of the inspection process and answers
questions concerning applicability or interpretation of guides. Wrk is

revi ewed and checked sufficiently to keep the supervisor aware that instruc-
tions and net hods are being understood and foll owed.

NATURE AND SCOPE OF RECOMVENDATI ONS AND DECI SI ONS;

Commitnment authority is restricted to decisions in which specific standards,
specifications, and guidelines exist and are noncontroversial. Initial recom
mendati ons may be nmade to inprove specific nethods or procedures or for accep-
tance or rejection of borderline products.

PERSONAL CONTACTS:

The | evel and purpose of personal contacts are limted. Contacts are with
first-1ine supervisors or enployees to gather facts, discuss guidelines cover-
ing particular situations, to explain reasons for acceptance or rejection of

i ndividual itens or lots, and to initially discuss nethods for correcting or

| mproving obvious faults or defects.

SUPPLY CLERK (I NSPECTI ON) AS-2005-7:

NATURE AND VARI ETY OF WORK

At this level, enployees independently conduct inspections of nerchandi se.

| ncunbents are responsi ble for having a conpl ete understandi ng of visual

I nspection techniques and permssible [imts for acceptance of itens; making
necessary arrangements with stockroom warehouse, and vendor personnel for the
conduct of the inspection, conducting the required visual exam nation, and
accepting or rejecting itens; bringing defective nerchandise to the attention
of the proper officials; and calling attention to inprovenments required to
meet criteria and specifications. Incumbents may be-assisted in performng
this work by one or nore clerks.
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SUPPLY CLERK (I NSPECTI ON) AS-2005-7: (cent’d)

SUPERVI SI ON RECEI VED:

Work assignments and objectives are prescribed, but nmethods of acconplishnent
are seldomreviewed or controlled while work is in process. Mst problens

that arise in the day-to-day operations are resolved by the enployee. Problens
arising fromcontroversial situations, obsolete guides, |ack of guides, and
policy questions are referred to the supervisor for resolution. The supervisor
makes occasi onal checks of inspections performed. Oher work is reviewed or
checked for technical accuracy, acceptability, and conpl et eness.

NATURE AND SCOPE OF RECOMMENDATI ONS AND COWM TMENTS:

Commi tment authority includes final decisions or reconmendations with respect
to accepting or rejecting itens based on inspection standards and criteria and
authority del egated by the i nmedi ate supervi sor. Initial or final decisions
are made with respect to proper application of specifications and standards
that are not subject to variable interpretations. Suggestions are made for
new or revised quality control or inspection procedures and techniques.

PERSONAL CONTACTS:

Contacts are made with key officials and technical specialists within the
facility served. Purpose of the contacts is to explain reasons for accepting
or rejecting itens, to discuss problens that arise, to explain specification
requi rements for inspection, and to suggest inprovenents in quality control

or inspection techniques. Contacts are also for the purpose of clarifying
technical information with respect to conplex specifications and guidelines
or with respect to varied operations. Contacts may al so concern the adequacy
of inspection and quality control systenms for itenms subject to visual inspection.
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DoD NAF ADM NI SI TRATI VE SUPPCORT
JOB- GRADI NG STANDARD
TAPE LI BRARI AN AS-0335-0

TAPE LI BRARI AN AS-0335- 6:
NATURE AND VARI ETY OF WORK:

Positions at this grade |level involve work in an EDP library, including
affixing labels to tapes and di sc packs, ensuring that conplete and accurate
identifications are nade, issuing correct tapes for each application and

ensuring that tapes are returned, and nmaintaining the security and storage of
all material in the library.

| ncunbents naintain records and files of all prograns and materials used in

EDP applications. They locate and dissem nate required tapes and naterials

for each schedul ed application and provide information to requesting persons
regarding status of particular prograns and | ocation of tapes being used.

| ncunbents nmay assist in performng duties such as nmaintaining and updating
production schedules, maintaining reports of nachine utilization, and assuring
that required reports are transmtted on a tinely basis.

CONTRCLS OVER THE WORK:

Technical review of assignments consists of occasional spot-checks. Wrk is
evaluated prinmarily on the ability to performwork independently, accurately,
and in a tinmely manner. The incunbent nust have a good know edge of precedent
actions and of |ess frequently used policies and regulations as reflected in
the ability to take proper action on difficult transactions. In addition, the
i ncunbent nust be famliar with the work of the entire work unit.

Selectivity is exercised in determning alternatives fromanong a very |arge
number of substantive guides; in answering questions posed by operating and

staff data systens personnel; and in recognizing those problens that require
referral.

TAPE LI BRARI AN AS-0335-7:

NATURE AND VARI ETY OF WORK:

Assignnments at this |evel consist of essentially the sane kind of independent,
substantive work as described at the next |ower level. However, at this

| evel , the work involves a broader range and w der variety of work presenting
nunerous alternative courses of action, such as would exist in performng a

full range of EDP librarian functions. In addition to the clerical assignnent,
there is also frequently a secondary assignment to provide |imted assistance
to one or nore professional or technical enployees or to a supervisor. Such

assignnents are related to a nuch broader area of work than is the basic
| i brarian function.
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TAPE LI BRARI AN AS-0335-7: (cent’d)

In addition to performng the basic functions of receiving, storing, and

| ssui ng magnetic tapes and disc packs and naintaining necessary docunentation
and controls, incunbents at this grade |evel are responsible for operating
various types of equipnent to clean nmagnetic tapes.

Tape Librarians at this level typically catalog material according to content,
purpose of program routine or subroutine basis, and data on which generated;
assign codes conformng wth the standardi zed system prepare index cards for
file reference; store materials and records according to classification and
catal og number; issue materials and maintain charge-out records; and inspect
returned tapes or cards and notify supervisor if they are worn or damaged.
They may maintain files of program devel opnent records and operating instruc-
tions operate keypunch machines to replace defective punch” cards, and produce
data cards to identify punch card decks. The incunbent may be required to
work in conputer room operations performng such tasks as | oading and renoving
print-out forns, reels of tape, and decks of cards.

CONTROL OVER THE WORK:

At this level, there is no technical review of procedural assignnents, but
there is general review of nonroutine substantive clerical assignnents.
However, when assistance to professional or technical system enployees is
required, the work is spot-checked closely. The incunbent nust have a com
prehensi ve know edge of precedent action and pertinent rules and regul ations.

The body of subject matter know edge is extensive and conplex in nature as it
relates to all the functions of data processing. The librarian is famliar

wth the work perforned in the different work units and frequently assists

data systens personnel assigned various specialized functions. This assistance-
type work is Iimted to technical admnistrative functions only as it’'s related
to the incunbent’s own work.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
TELEPHONE OPERATOR AS-0382-0

TELEPHONE OPERATOR AS-0382-2:

At this level, enployees

-pl ace and receive local and regular |ong-distance calls, which don’t
requi re know edge of procedures peculiar to a variety of |ong-distance calls.

-Performduties as a sole operator in a routine situation, in which
unusual problens are not common (for exanple, few, if any, information duties
are performed or placing and receiving local calls and occasi onal regul ar
| ong-di stance calls). 1In addition, an operator at this level may perform
mnor clerical or admnistrative duties such as record-keepi ng.

-performinformation operator duties in a routine situation, such as
furnishing tel ephone nunbers, extensions, and nanes from al phabetical or
nunerical files or directories where the organi zational breakdown of the
activity serviced ranges fromfew to many.

-performoperator duties in a training situation |earning the tel ephone
procedures for the-organi zation served and/or learning to conplete the nore
conplex calls typically handled at the next higher I|evel.

-revise directories and files fromrecords maintained by the tel ephone
service, and may performother incidental clerical work as required.

Witten guides, manuals, and regulations that require limted judgnent and
interpretation in their application are available. A supervisor is readily
avail able to solve problens that are difficult or conplex. Wrk is revi ened
by occasional nonitoring and appraisal of results. Trainee operators receive
detailed instructions as to procedures and desired results, and work is fre-
quently checked.

TELEPHONE. OPERATOR AS-0382- 3:
At this level, enployees

-pl ace and receive |ocal and regular or special |ong-distance calls
requiring know edge of the procedures peculiar to a variety of |ong-distance
calls, such as those placed over various circuits or networks (for exanple
WATS, FTS, AUTOVON, Tieline, or commercial |ong-distance circuits including

conference calls, collect calls, and appointnent calls). Operators at grade
AS-3 often handl e standard energency type calls for police, anbul ances, or
firemen. In addition, they refer calls to officials after hours, |ocate

i ndividuals, and performtasks such as neasuring time and conputing bills and
charges on calls.

-perform sole operator duties, including placing and receiving |ocal and
regul ar long-distance calls wth occasional special calls.
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TELEPHONE OPERATOR AS-0382-3:  (cent’ d)

-perform duties as information operator, furnishing telephone nunbers,
extensions, and nanes fromdirectories and files arranged al phabetically,
numerically, or by organizations and functions when there are a |arge nunber
of organi zational breakdowns of the activities serviced. AS-3 operators may
frequently refer a caller to information services not connected with the
t el ephone service or relay information between the caller and such information
service so that the call mght be conpleted.

-revise directories and files fromrecords maintained by the tel ephone
servi ce.

Witten guides, manuals, and regulations that require judgnent and interpreta-
tionin their application are available. A supervisor is readily available to
sol ve conplex problems. The work of sole operators is reviewed by occasional

monitoring and appraisal of results, but typically the sole operator perforns
W t hout a supervisor readily avail abl e.

TELEPHONE OPERATOR AS-0382-4:

At this |level, enployees

-pl ace and receive local and regular or special |ong-distance calls in
whi ch special |ong-distance calls are consistently conplex, there are a suf-
ficient nunber of alternate (tie) lines or circuits to acconplish nmany and
varied routings and alternate routings, and calls are of such a critical
nature that the priorities of the calls being placed and the working calls
must be under the operator’s constant cognizance, so as to permt the highest
degree of personal involvenent required at this level.

-perform sole operating duties, including placing and receiving |ocal and
regul ar or special |ong-distance calls, wth occasional complex calls requiring
a high degree of personal involvement. This sole operator is the only individual
avai l able who is technically qualified to performconplex calls or solve
conpl ex tel ephone issues. Such issues are not common, but do occur. They are
conparable in nature, conplexity, and difficulty to those conplex calls handl ed
by other operators at this level and include routing, alternate routing,
tracing, or locating individuals. Such information work as may be perforned
is usually simlar to that described at the AS-3 level. Perforns other work
as indicated for sole operator as AS-3.

-serve as information operator, furnishing items such as tel ephone nunbers,
extensions , and nanmes fromdirectories and files arranged al phabetically,
numerically, and by organization structure and function, when there are a
| arge nunber of organizational breakdowns of the elenents serviced and when
the operator seldomresorts to referring the caller to information services
not connected with the tel ephone service (for exanple, locators, or personnel).

Tel ephone operators at this grade |evel may al so serve as working | eaders
of tel ephone operators at the AS-3 grade |evel.
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TELEPHONE OPERATOR AS-0382-4:  (cent’ d)

Witten guides, nmanuals, and regulations that require sound judgnment and
interpretation in their application are available. \Wiile the supervisor is
available to assist in the resolution of the nost difficult calls, such assist-

ance is rarely needed.

The work of the sole operator is seldomnonitored, with the operator relied
upon to show good results. The supervisor is not nornally available

.....
~~~~~~
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
TELETYPI ST AS-0385-0

TELETYPI ST AS- 0385-4:
NATURE AND VARI ETY OF WORK:
At this level, the enpl oyee

-undergoes systematic on-the-job training in operation of teletype equip-
ment in acquiring the basic know edge related to tel etype communi cation at the
AS-5 |evel.

OR

-operates teletype equipnent in the transm ssion and recei pt of sinple
messages, such as single address, plain |anguage, clear text, or sinple book,
over a single circuit or refiles sinple nessages wth other circuits or networks;
as a part of the conmunications procedures used interprets abbreviations and

signals, observes priorities, classifies transm ssions, proofreads coy,

inserts call signs and time notations, constructs sinple nmessage headi ngs, and
foll ows other standard procedures.

SUPERVI S| ON RECEI VED:

The supervisor provides specific instructions for all nethods and procedures.
The operator consults with the supervisor when problens occur.

TELETYPI ST AS-0385-5
NATURE AND VARI ETY OF WORK

At this level, enployees

-transmt sinple nmessages (book, tabulation, nultiple address, single
address) over networks or systens; or transmt on a continuing and regul ar
basi s conpl ex nessages (conpl ex book, multiple address messages, or other
nmessages containing significant proportions of conplex tabulations) over a
single circuit, or refile such nessages on other circuits, networks or systens;

determ ne which equi pnent or routing to use based on tine factors, cost, and
other traffic.

-transmt nessages by direct keyboard transm ssion,

-perforate tape, proofread tape for accuracy and transmt tape automati -
cally on appropriate teleptype equipnent.

In performng these duties, constructs sinple nmessage headi ngs and constructs

and assigns code synbols, procedural headings and, instructions, and cal

signs; checks nessages for garbling; confirms nessages and inserts time desi gna-
t ions; interprets Z and-Q signals; and operates equi pment involved in teletype
conferences between two or nore stations requiring transm ssion from oral

di ctation.
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TELETYPI ST AS-0385-5:  (cent’ d)

SUPERVI SI ON RECEI VED:

Day-to-day work is usually repetitive, involves few deviations, and is subject
to after-the-fact supervisory reviews. Qperating procedures are standardized.
The supervisor provides any changes or nodifications in the work procedures.

TELETYPI ST AS-0385- 6:

NATURE AND VARI ETY OF WORK

The enpl oyee perfornms the full normal journeyman |evel of teletypist functions
simlar to the AS-5 level, but. usually involving a greater nunber of the nore
difficult transactions.

SUPERVI SI ON RECEI VED

The supervisor provides instructions for new or nodified nethods and procedures.

The operator consults the supervisor when problenms occur. Supervision need not
be direct, but may be given from another station by wire or other neans.
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DoD NAF ADM NI STRATI VE SUPPORT
JOB- GRADI NG STANDARD
TRAVEL CLERK AS-2132-0

TRAVEL CLERK AS-2132-5:

NATURE AND VARI ETY OF WORK:

MODES- At this level, one and sonetines two nodes of transportation are regularly
used, and trips seldominvolve the use of two or nore nodes of transportation.
Information on carriers, nodes, and facilities is readily available, and close
contact is maintained with the carrier’s local office. Tinetables or guides

are easily obtainable and coordi nat ed.

TRAVEL PATTERNS- Travel is alnmpbst always recurrent by the same nodes, carriers,
routes, and same major points of origin and destination. There are no signi-
ficant problens caused by rerouting, and there are few side trips requiring
changes in node of transportation. Travel is to areas accessible by direct

| ine or established connecting points and nornmal nodes of transportation.

Travel is planned well in advance to avoid major problens of scheduling or
accomnmodat i ons .

SPECI AL SERVI CES- Travel seldom invol ves special transportation privileges or
speci al allowances or requires authorization or planning for supplenental or
special transportation facilities. Wen these are required, they do not occur

in such variety or wwth such frequency as to create problens of timng or
coor di nati on.

SUPERVI SI ON RECEI VED- Work is perfornmed under close supervision and specific

instructions are provided by a supervisor. Wrk is checked thoroughly upon
conpletion to ensure the application of appropriate procedures, regulations,
and policies.

TRAVEL CLERK AS-2132-6:
NATURE AND VARI ETY OF WORK:

MODES- At this level, one or two nodes of transportation are regularly used.
Trips usually involve the use of two or nore nodes of transportation. [Infor-
mation on carriers, nodes, and facilities is readily available since nost
carriers servicing the area nmaintain |local offices or publish information
regul arly. Single carriers or connecting carriers have schedules that are
easily coordinated through the use of readily obtainable tinetables or guides.

TRAVEL PATTERNS- Travel frequently is recurrent, by the sane nodes, carriers,
routes, and same major points of origin and destination. A substantial nunber
of problens arise as a result of rerouting, and there are often side trips
requiring changes in transportation. Usually travel is to areas accessible by
direct line or established connecting points and nornmal nobdes of transportation;
t herefore, when stopovers do occur, they are alnost always on regular, main,

or direct connecting routes. Travel is not always planned well in advance, so
there are sone nmaj or problens of scheduling or accommodati ons.
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TRAVEL CLERK AS-2132-6: (cent’d)

SPECI AL SERVI CES- Travel involves special transportation privileges or special
al | ownances or requires authorization or planning for supplenental or special
transportation facilities. \Wen these are required, they usually do not occur

in such variety or with such frequency as to create major problens of timng
or coordination.

SUPERVI SI ON RECEI VED- General instructions are received as to the nature and
coverage of the work to be acconplished, including the priority of assignnents
and target dates for conpletion. Wthin these guidelines, enployees select

and apply appropriate travel guides, nethods, techniques, and work sequences

to effectively acconplish the work. The mpjority of assign nments are perforned
w t hout technical assistance, but unusually difficult travel situations or
probl em cases encountered during the course of the work are referred to the
supervi sor before decision or commtment. Review of conpleted work is for

conpliance with regulatory guides and program policies and for soundness of
deci si ons and concl usi ons.

TRAVEL CLERK AS-2132-7:

NATURE AND VARI ETY OF WORK

MODES- At this level, all major nodes of transporation are used, and nost individual
trips involve conbinations of nore than one node. Conbi nations of governnent

and comercial carriers are frequently used. It is frequently difficult to

secure information regarding carrier schedules and fares because sone carriers

do not maintain |local offices or do not publish information regularly.

TRAVEL PATTERNS- Travel is varied, often not recurrent, and periodically requires
planning for relatively inaccessible internediate or destination points (for
exanpl e, points that are renote or inaccessible in terns of the unavailability
or undependability of local transportation or the lack of connecting |ines).
Routings are diverse, and there is necessity for frequent rerouting, replanning,
or rearranging. Adequate |odging and neals are difficult to obtain in nmany
places, and little information is published about such facilities.

Many side trips occur, requiring changes in nmodes of travel and creating
substantial difficulty in routing and scheduling connections. Some trave
arrangenments are required for renote areas or areas otherwise difficult to
reach by normal nodes of transportation. Energency travel arrangenents are
frequently required, creating problems of scheduling and accommodati ons.

SPECI AL SERVI CES- A substantial anount of travel involves special allowances or
requi res authorization and planning for supplenentary or special transportation

facilities (such as excess baggage, use of special routes or termnal points,
or contract or charter service).

SUPERVI SI ON RECEI VED- The incunbent receives general administrative supervision.
The incunbent is characterized by independence of action, personal accountability
of the Travel derk in travel matters, and very little instruction, guidance, and
revi ew except for review of acconplishnment of broad objectives and conformance to
policy. This type of supervision is usually best manifested by the del egation

to travel positio, of responsibility as the authority on travel matters,
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TRAVEL CLERK AS-2132-7: (cent’d)

i ncl udi ng the furnishing of advice and information to travelers,

officials, and others; and responsibility as the principal point of |iaison wth

ot her elenents and with carriers and other facilities.
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